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CENTRAL INTELLIGENCE AGENCY

OFFICE OF CENTRAL REFERENCE

INFORMATION CENTER TASK TEAM REPORT NO, 11 TTR/1L

17 April 1958

MEMORANDUM FOR: Assistant Director, Central Reference

SUBJECT . ¢ Final Report on the Single Information Center Concept,
Task Team No. 11.

25X1
1. Membership.
Task Team No. 11 consisted of the following members:
Walter J. Moberg, Chairman ONE, on assignment as Production
) Advisor to St/FM/RR
-3 “’"-“D Chief, Fundamental Science Division, OSI

Chief, Plans Staff, OCI

Chief, Satellites Branch,
Analysis Division, ORR

Chief, Analysis Branch,
Document Division, OCR

2. Method of Task Team Operation.

The task team set up a plan of operation shortly after its creation
which encompassed the following:

a. Definition of the Problem. - A careful study of the consultants'
report for an understanding of all of the findings and recommendations relative
to the concept of a single information center. In this study the group tried
to distinguish between the "central reference" concept as applied to OCR as
a whole and the "single information center" within OCR.

b. Orientation of the Task Team. - The task team was briefed in
some deteil in the Library, IR, BR, GR, DD, FDD, and the Map Library.

S-L-C-R-E-T

: ’ .
' 1
i .

) \

_Qacléssified in Part - Sanitized Copy Apgroved for Release 2011/10/24 : CIA-RDP82T00271 R000100120006-4



- e - - -+ R e e 0 e 80 -
s

Declassified in Part - Sanitized Copy Approved for Release 2011/10/24 : CIA-RDP82T00271R000100120006-4 , .:i

| S-E-C-R-E-T Ik
:) | . | TIR/11-2 "

commd Co InveStigatioe of Fresent Information Procedures. - Sub-

ttees were then assigned to visit and study in detall the information b
unite or reference activities of the Library (Reference, Circulation, and ‘
Acquisition Brenches), IR, BR, GR, DD, and the TLisison Division. Eash of
these sub-committees followed a uniform plan of investigation and reporting
@greed on in advance by the task team as a whole. Summaries of these sub- dt

cennnittee Treports and also reports of task team visits to FDD and the Map
Library are found in Appendix A.

This investigation, considered by the task team to be its major , .~

effort, was focussed on a determination of the feagibility of providing the 4
servicesof each unit on a centralized basis.

d. Investigation of Customer Needs and Interests. - This investi-
gation was based largely on a questionnaire which was prepared in conjunction
with the task teams studying the Intellofax and the Reference Branch. Returns ;f
from 421 -analysts in the DDI area outside OCR bave been received and analyzed. 41
The purpose of this questionnaire, as it applies to the problems of this teom, i
was to obtain information regarding the use customer analysts make of various
reference facilities, to determine how these facilities are serving the needs 1

of analysts, and to seek some indication of ways in which the reference services
may be improved.

BD*'{?{;'D e. Analysis of the Dimensions of the Informetion Function. - In
order to understand the physical dimensions of the units performing or to
perform an information function it was necessary to investigate the present
space and personnel allocations and the probable requirements under a modified
orgenization in the new building or in a pilot operation. The team was brief-
ed on the space allocations in the new building and gathered data for require-
ments.

Information was obtained on the volume and nature of requests
for information being handled at present in all of the reference areas in
order to assess the magnitude of the operation that the consultants wish
to centralize.

f. Congideration of the Comparability of OCR and other Libraries.
The task team knew of no other intelligence library comparable in its scope
and complexity with OCR which it could use as a basis for evaluating OCR's
information service. It did consider at scme length, however, the extent to
which criteria for evaluating the reference functions of conventional libraries
may be applied to an intelligence reference service. Although an on-the-spot
study of other librarieswas tentatively planned, this was not carried through
since the pooled experience of the members represented a rather wide acquain-
tance with library opevrations.

g. Evaluation of the Data. =~ The individual members of the task team
reported on the visits noted above andlalso p:r‘epere_d separate studies as needed
on questions that arose from time to time. The task team as a whole received
and evaluated all of the data.

.
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3. Recommendaticns %

to reflei*; tﬁdministrgtive Integration of OCR Reference Services. - In order
and in ong e esser}tial unity of the various intelligence collections in OCR
it 15 p rder to achieve greater efficiency and probably economy of operation,
- ecommended that careful study be given to the possibility of effecting,
s Soon as possible, an administrative integration of the Iibrary and the
reglst?rs under a single administrator responsible ounly for reference services.
(A delineation of the form such a reorganizetion should teke is beyond the
area of study assigned to this task team. )
(p. TTR/11-2Lk. See also Pp. TTR/11-13, 1k.)

b. Establishment of = Central Information Unit.

It is recommended

(l) that, in lieu of the single information unit recommended
by the consultants » & central information unit be established within the ILibraxry,
using the present Reference Branch as & nucleus. This unit should be clearly
identified as the place where (a) initial contacts for OCR reference service may
be made; (b) information will be avallable regarding the capabilities of other
OCR reference facilities; (c) short-term inquiries of a general reference nature
mey be answered by the use of orthodox library tools; {(d) basic reference
materials will be available; (e) bibliogrsphies (including requests for
Intellofax runs) will be prepared; and (£) the cther reference functions now

A Derformed in the Iibrary will be available.
b =, (p. TTR/11-2k. See also pp. TTR/11-12, 13, 15, 16, 19-23.)

(2) that the reference functions now being performed by the
Circulation Branch be transferred to this unit.
" (p. TTR/11-2k. See also p. 11-1k.)

T

(3) that, when all of the OCR reference units and FDD are
in close proximity, the Acquisitions Branch relinquish its foreign periodical
collection and the reference activities related thereto to the main library
collection and the central information unit respectively. There should be
added to the ILibrary staff at the same time such linguistic capabilities as
may be necessary for maintaining and providing reference service in connection
with this foreign periodical collection.
(p. TTR/11-24. See also pp. TTR/11-1L, 15.) B .

(4) That the organizational abbreviations file now located
in the Document Division be transferred to the central information unit but
be maintained by the Document Division or its successor.

(p. TIR/11-2k, See also p. TTR/11-15)

(5) that this central information unit be supplied with
all of the usual general reference tools as well as with detailed information
on the capabilities of fthe registers and other information units, and that it
be staffed with personnel who, by specific training and rotation, are
thoroughly familisr with the asgetz of the registerz of OCR and of other in-
& formation units throughout the Agency.
7 (p. TIR/11-2k. See also pp. TTR/11-19-21.) .
* For a summary of task team conclusions, see p. TTR/11-2i.
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¢. Allocation of Space in the New Building.

It is recommended

(1) that the following activities, whether administratively
E&rt of OCR or not » be located in close Proximity to each other in the new
uilding and that they be readily accessible from the central information unit:
Library, Industrial Register, Biographic Register, Graphics Register, Map Library,
and Foreign Documents Division.

(Pe TTR/11-25. See also pp. TTR/11-16-19,)

. (2) that cach of the registers be allocated reiference space
in the new building readily accessible to the customer but separate from the
general reading room, and in close proximity to the register's files.* Such
Space as may be needed for this purpose should be deducted from the space
bresently allocated to the projected central reading area in the plans for
the new building.

(p. TTR/11-25. See also P. TTR/11-17)

(3) that the central information uwnit be centrally located
within the Library and adjacent to the general reference materials, the catalog,
and the main library collection of books and periodicals and readily accessible
to the other reference units listed in paragraph c(1), above.

(p. TTR/11-25. See also p. TTR/11-17)

(4) that, in addition to the reference space recommended

ge reading area adjacent to the

central information unit for the consultation of general reference materials,

the general reading of books and periodicals, and other activities related 25X1
to the functions of the central information unit and the main libraery collections.

(p. TTR/11-25. See also p. TTR/11-17.)

r e WALIE&( MOBERG
Chaix ; Task Team No. 11

* It was very apparent to this task team that the Map Library and probably
FDD should also have space for an information unit and for the use of customers.
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Attachmentsg : ,
Task Team Report

APPenq.ix A. Summaries of Information on the Reference Functions of the
Library, the Registers, and other Information Units.
I The Reference Branch of the Library
IT The Acquisitions Branch of the Library
IIT The Circulation Branch of the Library
IV The Industrial Register
V The Biographic Register
VI The Graphics Register
VII The International Conferences Branch of the Liaison Division
VIII The Documient Division
IX The Foreign Documents Division » 00
X The Map Library, ORR
Appendix B. Selected Returns from Questiomnaire on OCR Informational
Services.
Appendix C. Estimate of Volume of Traffic to be Handled by a Possible
Centralized Serwvice.
Appendix D. Comparison of Existing OCR Space for Reference Purposes and
Space Projected for Reference Purposes in the New Building.
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THE SINGLE INFORMATION CENTER CONCEPT

Report of Task Team No. 11

17 April 1958

CENTRAL INTELLIGENCE AGENCY

Office of Central Reference
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OFFICE OF CENTRAL REFERENCE

The Single Inforuwation Center Concept

Report of Task Team No. 11

I. Definition of the Problem.

1. The Problem as Assigned.

[y

To weigh the advantages and disadvantages of the single information
center concept; specifically to determine if

a. it is feasible to create a single point for OCR customer service,

b. short-term requests can be accommodated at the single point
without further referral,

c. a pilot approach could be made in advance of the big move,
d. and how the single point idea should be orgenized."

2. The Froblem as Presented in the Consultants' Report.

p, ,,3,—.-9

a. The Consultants'l®jor Premise.

The consultants' report does not provide a clear and consistent
definition of the proposed information center, the establishment of which,they L
state,is a major premise of their recommended reorganization of OCR. For
example, in introducing their proposals for reorganization they state that
"This recommendation is based upon the major premise of a centralized information
service for CIA in OCR. By this is meant the establishment of one point of
contact for users of OCR reference services. It is the intent that each OCR
service division be represented at the central point."* Here, and elsewhere
in the report, they do not clearly differentiate between the concept of "a
centralized information service for CIA in OCR" and the concept of "one point
of contact for users of OCR reference services." There is a real distinction
between these concepts, however. The former relates to (a) the inclusion in
OCR of certain reference services now performed elsewhere in the agency plus
(b) the grouping of these together with all OCR reference services administratively
in one division. The latter (the concept of one point of contact) more
specifically relates to the physical establishment in a particular place of
a single information unit manned by reference personnel to serve the needs
of all OCR customers. It is the latter concept with which this committee is

directly concerned.¥**

¥ Report of the Library Consultants, 18 May 1957, p. XVI, s. o
Task Team 16 has been assigned the problem of Stl.ld}"lr.lg the feasibility of
i egrouping within OCR of certain reference-type activities now performed by
w7 ther offices. Task Team 17 (not yet activated) will be responsible for the
lo;roblem of organization and staffing.

S-E-C-R-E-T
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b. The Consultants ' Evaluation of the Existing Information Services.

concept as Sin;e this task team has been acked to desl with an organizational
standin ofszh orth by.the consultants, it is important, for a proper under-
aSPectsgof th'e conclusions and recommendations that follow, that the significant
thet . be 15 concept be noted. Brozdly stated, the consultants believe
Custéme cause of the present compartmentation (Library, registers, etc.), the
o °r must go to many places to get the information he requires, and that

e _generally does not do that, so that he may not be using all the information
aval}abl§ to him in the Agency." They sre of the opinion that there is wasteful |,
duplication among the various sources of information in the agency, that the ‘
present Space arrangements are unsatisfactory, and that satisfactory service

15 not provided in a reasonable time. Tt is their Judgment that three-fourths
or more of the work done by the Library Information Unit is routine reference
wo?k of the type done in normal, non-intelligence research libraries. Because
library service is poor and not dependable, the customer analyst must maintain
personal files on a large scale.

c. The Consultants' Recommendations.

To remedy the situation described above, the consultants strongly
recommend  (among other things) the establishment of "one point of contact
for users of OCR reference services" based on all of the resources of OCR.
Although this concept is very inadequately set forth in the report, it is

ﬂp aPossible to reduce it to a series of proposals regarding organization, space,
L2 nd service.

(1) Organization. The consultants recommend the creation of a
central reference division to include all reference services now performed
in OCR and certain other reference activities now located elsewhere in the
DDI area. Within this new division an Information Branch consisting of
representation from each OCR service division (Library, registers, etc.)
would provide reference service for the customer. A separate Bibliography
Branch would be created to prepare specialized bibliographies, as at present,
and, in addition, to index for the IPI (Intelligence Publications Index) and

the Intellofax.

The consultants judge that it will not be necessary to wait
for the completion of the new building to reorganize OCR and they indicate
the steps that can be taken now to implement their proposals. They concede,
however, that there are limitations regarding the extent to which the desired
space errangements can be realized in the present buildings.

(2) Space. The consultants point out that implementation of
their recommendations is contingent upon the creation of space arrangements
that are based upon the central reference concept. All of the reference
supports units (the registers, linguistic unit, map unit, etc.) would be
located in close proximity to each other on the periphery of a circle in the
center of which would be the reading area and adJjacent to which would be the
"eentral reference desk." This central reference desk or 'user-reference point

. of contact” would be the "one point of contact" at which all information
;f@hvailable in OCR would be coordinated and made available to the customer.

P
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tional and 5(2) §E£xigg. The consultants visualize that, with the crganiza-
reference stpfge arrangements they recommend, it will be possible for the
availablé : aOC to searcb and bring together for the user all information
Eraphios éne 'Rlo? any given subject whether in books, documents, maps,
Register’o P.c1a 1nde3es such as the Industrial Register and the Biographic
that a1l ; in:Oth?r likely sources in the Washington area." They indicate
Divisss o] hL§ will be provided “from a single source in the Reference
obtaineg 2?_a single request from the analyst..._ The materials must be
th ' presumably ?y the reference-librariag]} they must be examined and
€re must be a preliminary selection in the light of the actual needs of the
&nalyst working on a particular Job. The materials must then be made available
E? ?hﬁ‘?n&lYSt in a form that is suitsble for his use,” The report states
“iat “the questions answered in the Registers generally are no different from
those the Reference Librarians answer every day, and a single information
center is essential." This strongly implies that such questions can be
ansvered centrally. However, elsewhere in the report, the consultants state
that all “short-term.transactions should take place at the central point,
whereas long-term inquiries should be referred to those persons and files
located on the perimeter of the Reading Room. TFor example, quick identification
of a personality can be handled at the central reference point but a request
for a biographic report or a biographic briefing would result in sending the
user to the Biographic Register. Similar examples could be given for the
Industria. Register and the Graphics Register." The committee has found it
difficult to define the precise limits of the consultants’ concept of the
Z)ervice to be provided at a "central information point." It is clear that
the foregoing does not describe a point at which a customer will get his
information from a single source on a single reqguest.

In addition to centralizing the service, the report recommends
faster service so that given reference questions may be answered in ten minutes
or less.

In summary, the consultants state that "optimum service to
analysts and others in the Agency requires complete cycle service from a
single point rather than the present fragmented approaches."

3. The Limits of this Study.

Because other groups have been working on closely related subjects,
this task team has attempted to remain within the limits of its assigned
problem. Of necessity, recommendations in borderline aress will need to be
reconciled in the discussions with the steering committee. Specifically,
however, although each of the following is related to the nature and quality
of the information service, this task team has made no recommendations

regarding them:

a. the transfer to OCR of reference-type functions now the
responsibility of other DDL offices;

y D

b. +the substantive quality of the reference services;
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. C. the re .
information retrieiziince tools, the collections, and the systems of

d. the Special Register;
€. the branch libraries.

The pr es .
dealt wit Proposals for the administrative reorganization of OCR have been

h onl. ;
concept. ¥ as they are directly related to the single information center
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_;£!~- Conclusions angd Findings.
1. General.
a. The "Single" Information Point Concept.

) It is a major conclusion of this task team that the single 4

l . . i ——

nformation point concept presented by the consultants is illusory. Although v

Zh:igeiort states Fhat information should be provided from a single source on
tor % € request, in practice the consultants indicate that, except for short-
W transactions, the customers would be referred to the several registers

ani or presumably to other supporting information units. This does not differ
materially from the present arrangements.

o) A Mo o _an
e 2y vellural

Information Point Concept.

It should be carefully pointed out that there is a vast difference

?etween a single information unit and a central information unit. The latter
158 & critical necessity in an organization as large and diverse as OCR. It g
1s.the opinion of this task team that such a central unit, the nucleus of which L
?x1sts in the present Reference Branch, should be established and clearly

identified as the place where (1) initial contacts for OCR reference services

may be made; (2) information will be available regarding the capabilities of

other OCR reference facilities; (3) short-term inquiries of a general reference

nature may be answered by the use of orthodox library tools; (4) basic reference

materials will be available ; (5) bibliographies (including requests for Intellofax
;p‘ﬁi'*uns) will be prepared; and (6) the other reference functions now performed

“in the Library will be available. ¢

2. Organization.

a. The Proposed Merging of Reference Personnel in a Single Unit.

The consultants base their major recommendations for integration
of related operations upon the existence of a "reference function" in a given
unit. The reference yardstick is applied throughout OCR and, presumably
throughout the DDI complex, to determine whether a particular office, division,
or branch should be assimilated into the central reference service. Although
this task team is not directly concerned with the question of integrating specific
administrative units, it is very much concerned with the fact that the reference
yardstick has been extended to the point where it is proposed to separate the
reference service per se from each parent organization and incorporate it in
a single reference unit. This task team’s investigation of the several registers,
FDD, and the Map Library has clearly revealed that the reference capability
of the individual reference personnel results either from their primary
functions as analysts or translators or from their close association with their
specialized materials. Separation of such persons from their materials or from ]
their primary functions, and their incorporation i§ a single reference service i
would effectively destroy their usefulness as spec1a}ized reference personnel.
Moreover, the assignment of specialists from the registers and other service
units to a single information center, as propos?d,.would be uneconomical because
of wide fluctuations in demands for their specialized services.

S-E-C-R-E-T
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’A:!n oréZisityf they would be required to become general reference librarians
) 0 ieep then usefully employed at all times. It is the belief of
tants ' study of the registers and of other units

wnigue of e Library was too superficial for them to evaluate adequately the
=% Character of theip reference services. :

b. The Proposed Merger of Reference Services at the User Ievel.

in @ sinel ?he'concgpt of.complete centralization of all reference services
erel = €.€ information wnit hag a superficial appeal that suggests greater
leiency and €conomy of operation and a higher level of service to the

9ustomer. On the contrary, under the speclal conditions existing in an
}nte}ligence agency, these same objectives may be better achieved by decentral-
lZ&?lon and specialization at the user level. For this reason this task team
believes that +the reference services of OCR, with a few exceptions to be noted
below, should not be completely merged at the user-reference point. The
dgcgntralization of the several registers, for example, provides a logical
division of the intelligence resources of OCR for purposes of specialized
processing and administration. Such specialization not only contributes to
greater efficiency in operation where vast amounts of diverse materials are
involved, but it also develops a high degree of substantive capability within
each unit which is reflected in a higher level of reference service to the
customer. It is Possible, although not a part of this study, that these
divisions of responsibility may be further refined and that any unnecessary
duplication or overlepping may be eliminated. Conceivably, other divisions
may be dictated by necessity as the collection continues to grow. Such

iizgpecialization is a normal development in almost all areasof human endeavor

““Where the dimensions of the activity, the diversity of the product, or the
natural divisions of the substance make separation into smaller and more
coherent units desirable. It is true of educational institutions, of industry,
of government agencies, and of libraries.

At the present time the three registers alone handle more requests
each year than the Reference Branch of the Library. These are primarily
specialized questions directed to specialized personnel or seeking special
materials. It is very doubtful, indeed, that the transfer of these 23,000
requests to a single central reference umit (already handling almost 22,000
requests) would yield dividends in better service or greater efficiency. As
the consultants concede, except for short-term requests, these inquiries would
of necessity be referred to the registers for complete information. For :he
experienced analyst who already knows that the material he needs may be found
in one of the registers, the interposition of a "single" central reference
point would be a wasteful and needless bureaucratic hurdle.

c. Administrative Integration at a Higher Level.

Although this task team cannot endorse in detail the consultants'
recommendations regarding a single information.upit at.the.usez- level,)it
believes that the emphasis placed upon the administrative integration of the
QCR—reference services at a higher level is worthy of careful study.

b D,
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. be sure y

such a reorganization will not, of itself, reduce the numb £ plL

a o : » of ditself, umber of places
havgszogigfgﬁﬁg E:tfor ll}ft_armation, but, over a period of time, it may very well
at the user level lonalizing effect upon the character of the services performed
C00Tdinatiop cel . Th? bresent organization does not provide adequately for the
performed 1n ?n.CRer a single head of the broad range of reference functions being
collection as . The Very nomenclature which identifies only one part of the
the impressi a "library galthough 1t all could be so named) tends to convey
and aseis ta;on that f,here 1s no central place to which a person may go for guidance
is actuall ‘EE covering all of OCR's assets. The Reference Branch of the Library
ot immedi;fyt e central referer_me boint in the present organization but this is
PSSt ely apparent. It is the conclusion of this task team that the most

. ective centralization of the reference function must take place at a level
higher than an information center at the user level. It is unrealistic to expect
such a center to effect a centralization in practice of services which are in
fac1.; rftdma.nistered separately at the next higher administrative level. The .
adm:l.l.ll§t:§'ative integration of the Library and the several registers (without
sacrificing their individual identity by merging them into one unit) may achieve
more meaningful results in improved service and elimination of duplication than
can the creation of a single information desk at the user level.

d. Consolidation of Reference Functions within the Library.*

The task team finds itself in agreement in principle with the -
recommendations of the consultants to the effect that the reference functions -
now being performed by the Circulation Branch and the Acquisitions Branch be

P ‘:!%'ansferred to a general reference division or branch.

It appeared to this task team that many of the questions now being
handled by the Circulation Branch (especially in its Search Unit) were essentially
the same kind that were being presented to and accepted by the Reference Branch.
The allocation of the search functions to the Circulation Branch seems to'be an
improvisation to meet a particular need rather than a logical division of labor
between reference and circulation. It is the judgment of this task team that the
proper line between reference and circulation comes at the point where a book or
document has been positively identified. The searching that may still ensue
will then be a search for a known item. The Circulation Branch should be limited
to the physical maintenance of the collection and the loan of items whose identity

has been established in advance.

The reference function of the Acquisitions Branch is partly a by-product
of its major responsibility for the acquisition of books and periodicals and as
such is not readily separable from the branch. The remainder of its reference
function, however, is related to its maintenance of a collection of foreign
periodicals. This is largely an acciden®t of physical location in close proximity
to FDD and at a great distance from the main library collection.

¥ Sce also Appendix A, Parts I, IL, IlI, and VIII

y )
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\hen the 3 .
Welin uizi ?21t3 are all in close proxiwity, the Acquisitions Branch should
theregb N 1Ts periodical collection and the reference activities related
© the general reference division or branch. Some of the inquiries

now handled by th uisitions . R -
in the futurey£o ;Dg?3u151tlons Branch, however, should probably be referred

abbreViationEhz-zask team glso notea‘t@ag the location of the organizational
Refer s file in t@f document Division is on& step removed from the

ence Branch where it should properly be kept for users. Its maintenance
can still be o responsibility of the Document Division or its successor.

€. location of the Bibliographic Service.

The consultants recommend  that a separate Bibliography Branch
be created in the proposed Reference Livision. This branch would be separate
from the information unit and would be responsible for the compilation of an
enlarged IPT and the indexing of all intelligence documents for subject content
(Intellofgiy, in a2ddition to the preparation of specialized bibliographies
for customers. Reference work has been defined as "that phase of library work
which is directly concerned with assistance to readers in securing information
and in using the rescurces of the library in study and research."¥% The cambining
of the indexing of incoming materials with a very important facet of the
reference operation, or, to put it differently, the combining of input operations
with output operations, in a division the chief function of which should be
service to the customer, will create serious administrative problems and will
probably reduce the efficiency of the information service. To be sure, a

P;jgggnowledge of the nature of the inpui is necessary to an informed and efficient

"~ Fpreparation of bibliographies based on that input. It is believed that this

is not sufficient reason for placing these operations together any more than
it would be reasonable to put all ORR analysts on the Reading Panel. The logic
of this arrangement would require that cataloging also be incorporated in the
Bibliography Branch or elsewhere in the proposed Reference Division.

The professionel requirements for indexers are not necessarily
the same as those for bibliographers. Indexing does not require formal library
training (for example, N.¥. Times indexers} whereas the preparation of
specialized bibliographies is usually done by professional librarians. More-
over, the magnitude of the indexing operation in tgrms of space and personnel
would dwarf the strictly bibliographic part of the branch. From the point of
view of concentrating on customer service -- the main purpose of the reference
operation -- it would be undesirable to have a majority of the personnel and a
major part of the space devoted to the processing of the input.

% See Appendix A, Part IT for a list of typical guestions currently referred to
the Acquisitions Branchb.

*¥% American Library Association Glossary of Libraryv Terms.

p?
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) t .‘ o
R ibiio;?; ﬁgZClgslon of tpis committee that the preparation of specialized
should 5epa S_IS § wost lmpquanb aspect of the information function¥* and
with andq oveun;t Of it. The bibliographic service should not be encumbered
Specinli rs adowe@ by the massive task of indexing the input. Such
1zed information as is needed regarding the IPI and the Intellofax

o .
fan_bni: adquately brovided by representation from the units to which these
unctions will be assigned.

f. Implieg Reallocation of Basic Responsibility within the DDI Complex.

) The combination of the single information unit and the "complete
cy¢1§ information service" contemplated by the consultants, if literally
C&FrIEd out, would result in the transfer to reference personnel of functions
which a?e now the responsibility of analysts in the customer offices. They
would, in effset, be doing a large part of the analytical work for the
customer. Refepence librarians are not trained analysts and cannot be
expected to substitute for the various specialists in the intelligence production
offices. Moreover, such a reallocation of function involves a basic question
of the division of responsibility within the DDI complex,¥¥*

3. Space . ¥%%

a. Physical Centralization of Library, Registers, and Other
Information Units.

- There is perhaps no library anywhere which is operating under
- spgreater handicaps of space allocation than are the Library and the several
““registers of OCR. The dispersal of the primary reference collections in at
least half a dozen different buildings, separated by great distances not only
from each other tut also from the wmany and widely dispersed buildings occupied
by the customers, creates a formidable problem for the efficient coordination IR
of reference services. It is probable that a very large part of the impression
of "compartmentation" and "fragmentation" shat disturbed the consultants was
the result of the simple physic .l scattering of reference facilities in so
many different locations. They place great emphasis upon the urgent need to
bring the various reference units together in the same area in order to
achieve an integrated reference operation.

¥ More than 50% of the time of the present Reference Branch is allocated to
the preparation of bibliographies. _ ~_E

** See also sections la and b, below &

¥%% See also Appendixes C and D

~
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] .
t is i i 1 |
,~harj the conclusion of this tasl tea thmt, even i there vere no administrative ﬁ

changes whatever, the mere phya ‘ i

g o ¥ frover, ¢ e by 2 ‘ tion of tne Library, t?e registers, %
Offices would resolve many of the s "y bo each other and to the customer
full : solve wany of the pr wnich now prevent the provision of a g

-y adequate reference service. Such = centralization would of itself - !
brobably result in the srontaneous e L?
gnd t@e development of wore efficient procedures. The close relationship of ;
the hitherto Seéparated ard widely dispersed elements of OCR's reference collection 1
would quickly become apparent. once they were hrought together in a single area.

Although no judgment is wede regarding the administrative integration
of FDD and the Map Library with the reference serwvices of OCR, it is concluded
that-the services of thesz units can be performed most efficiently in close
Proximity to the central informatiorn point and +o the other reference services.
In planning the space allocabions in rhe new building the ready accessibility of
all of the reference activities in the same genersl area should be a prime
consideration.

b. The Central Reading Area Concept.

A single, large reading room, as recommended by the consultants,

and so long a feature of conventional dibraries, does not lend itself to the

peculiar needs of an intelligence crganization. The mingling of variously

classified materials from s number of separately administered collections

on the tables of a single rocom presents serious problems of security control.

It is difficult to visualize the commingling of books, periodicals, hard-copy
‘E»ocuments (including plant folders and biographic dossiers), intellofax tapes,

Plctures, microfilms, and waps together in one place with adequate security
coverage throughout the day znd with expeditious storage at night. The elements
of responsible control and individual accountability would ve dangerously diluted
in such a situation. Quite avart from the security implications of the .
arrangement, the mere physical conirol of such a diversity of materials from
a number of different collections would present a rather formidable task. It
is doubtful that intelligence research could be efficiently carried on in such
an environment or that the custower analyst would find it a desirable place
in which to work.

It is the firm conviction of this task team that each of the registers
should be provided with a reading or information area of its own with adequate
facilities for customers to ceonsult the type of material available in that
unit. ©Pased upon an on-the-spot chazrwvaticon of the activities of the present
information units, it is concludea that space and facilities in close proximity -
to the files and to the knowledgeable analysis or reference personnel are v
essential to the prowvision ol efficient relference serv@ces to the.customer
and adequate control of the materialsnu A,cenﬁral ?eadlng area adJa?ent to
a central reference desk and to the wain cata%og'w1ll stll} be required, but
it should not be used for consuliing the §p301a1%zed materials of the severel
registers or other information units. This readlng'area should be used for
general reading of books and psrigdicals, consgltamlon of general reference
materials, and such other activiltizs as are related to the present library
collection and reference SETGToE,
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ﬁ!]’; ¢- Ihe Pllot Approach to the Froblem and the Proposed Resllocation
‘ of Space,
B e

including thgh:jgoﬁsu;tapta rﬁcqmm&g@ that}their propogals for reorganiza?ion,
nove and tp. ngle 1nformat10p uit, be implemented in advance of the big
o -n‘ at space be reallcaated within the bresent buildings to bring as
teaz ;eference serv?ces as possible together in the Stadium. Since this task

1 nas concluded that a single information unit is neither feasible nor
de;;rable, it has not attempted to suppest how s rilot approach to such a
Wit should be Prsaulied. Qo Las, Lovsver, cadiiaed Lhe Proposals regarding
reallocation of space since these have a significance of their own quite apart
from the Suggested adninistrative changes.

o The conclusions of this task team regarding space reallocation
within the present buildings sre necessarily incomplete and are related only to
th? proposals concerning an information center, Any decisions regarding the
major movement of CCR units before the move to the new building should be
deferred until all of the task team reports are in and a final determination

has been made regarding the various proposals for reorganization.

The consultants propoge that the Library and either the Graphics
Register or the Biogrephic Register be moved to the Stadium. These moves are
contingent upon the wmovement of =z number of other units, ineluding the Document

and Liaison Divisions, which would be transferred to M Building. Under this

plan one of +the registers, FDD, and the Map Library would not be physically
in close proximity to the other reference units or to the proposed single
Pvmgainformation center, and the Acguisitions Branch would not be moved. TFull

“centralization would thus not be achieved.

This task team is willing to accept the consultants® statement
that the recommended moves are physically possible., Tt believes, however,
that any advantages that might accrue from such a partial centralization of
reference facilities are wore than offset by a mumber of adverse factors.
Little would be gained in bringing a larger group of reference people together
on the periphery of a circle in the Stadium if by so doing their services
became less accessible to the customer. For example, the Library, as presently
located in M Building, is readily accessitle to ORR and OCI, which together
provide more than half of the reference reguests from the DDI area.* Moving
the Library to the Stadium will cerfsainly make it less accessible to these
two major customers and will not bring it closer to other users (in the DDP
and DDS areas, for example). HNeither the Graphics Register nor the Biographic
Register is now located in a building together with any of its customers;
moving either one to the Stadium will add little to its accessibility. With
respect to GR, the change in location weuld result in a neglible advantage for ORR,
the majorr azency user of GR {23% of total agency requests in 1957).

¥ The figwres for 1957 use of the Library reference services by DDI offices
are as follows:

OCT ONE Other DDI Total
RR 0sL 00 o o
~ 32@ 2263 862 501 150 30k T, Thh
P‘ L '/ i
S US he Mzuin Library by OFR and QCI ether 1s even more
~vonderant use of the Mzin Library by OFR and OCI toget
Th?dgﬁngﬁiz it ig considered that the vast wajority of the 0SI requests are
evi
a branch library.
handled by & §-B-C-R-E-T
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z*Q%DJTR, the se

al1 othar uggig iiifg;t aﬁengy ueer of SR {17%), as well as substantially
BR, the chicp uqer; %aﬁ 9‘3 MERLT, would gain nothing.* With reference to
in 1057, are al;ea&x »J_dn?;bw); aecounting for wore than 67% of the reqguests
'Building to tha Staé.separauederom it by great distances; a move from North
slight advante mallumbwogld nave no significance for them. Although some
the same visitg nb y£r§§u;§ where analysts #@ish to use more than one unit on
this may be trﬁe noi :hlsﬁlfs are available to indicate the extent to which
be the optimm ' gtgg; jhe proposed combination in the Stadium would

one for this purpose. The fact that only partial centralization

can be achieved r 2 suthe
; . reduces substantiall LDl
single vigit. abstantially the chances for multiple contacts on a

advantages mi$ ;zst?i Juggmgft of’ this.committee that, whatever small
regiotes iﬁ tﬁe Stud; from the prop;sea relocation of the Library and one
oroen . adium, these are inzufficient to Justify the major disruption
poesi"i?rV1ces and the costs that would be involved. There is the added
re;uigz %;g that copstruction of the proposed bridge over the Potomac may
ket letedeva;uatlon gf Fhe Stadium and M Building before the new CIA building
evacﬁafio f mple@en?atlon of_ﬁhe consultants® recommendations and the
iy majorndgqlzzztS:;id;?ggcgor thg construction of the new bridge would mean

v o - B cariome trn g o . -
fime prior ty we oons of lahgiE;Y_cos within a relatively short period of

4. Service.

P'ﬁj) a. The Unique Character of CCR Reference Services.

The consultants’ report makes frequent referenc -3 i
and conventional libraries in evaluating the ;érvices of chetOIgo?slzﬁzligfﬁggg
of this task team that the OCR reference gervices and those of conventional
and non-intelligence libraries are not directly comparable; criteria that apply
to conventional libraries should not be used without discrimination to judge
the OCR operation. It should be pointed out particularly that the extensive
work done by OCR in gaining control of, disseminating, and broperly filing
the many thousands of documents of 211 types which come to their attention is
unique in a library system. The handling and control of this material, muach
of which is not readily coded and contains, in most cases, only small scraps
of valuable but varied information, is manifestly a much greater task than
is the control of the books and periodicals handled by more conventional
libraries. As a result, the extensive krowledge possessed by each OCR analyst
with regard to the material under hie jurisdiction cannot be adequately
transferred to the customer through a third party. Close contact and consultation
between the OCR specialist and his customer are therefore essential.

This expert knowledge possessed by the OCR specialists is not
sufficient, however, to permit the customer to make a single request at a §;@
single point and expect that all the required supporting documents will be 5 [
issued to him almost automatically as the product of "complete cycle service." 3

OCR itself also accounted for another 1% of requests.

D %

—
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C&n:gztb:eazzle to examine many of the materials which by their very nature
trained in hqugtely Selgcted by an intermediary. As an example, a customer
Drogress 1 Physical chemistry, assigned to the problem of evaluating Soviet
Bress in the development of infra red analytical equipment, might well

» after consultation between them, to select
hardly howe items involving beam transmission. He could
the infra ger; ?xpect a degree of expertness which would correctly identify
violet _rg eqn}pment from among a myriad of items covering X-ray, ultra-
desmmis Visible }lgh?, etc. It seems apparent that this total process as

Scribed above ig vital to the development of research; it is part of the
st o1 : and each individual (OCR analyst and customer)
' play his own part. It seems clear that the various responsibilities can
be delegated only within carefully delineated areas.

b. The Role of the Reference Librarian.

There is still a large area in which general reference librarians
may legitimately operate in order to make available to the customer the
materials he needs. Guidance in the use of general reference tools, requests
upon the Intellofax system for subject retrieval of documents, searches - in
the book catalog, and the Preparation of specialized bibliographies ~- all
require the services of the trained librarian. These services are in addition
to, and not in lieu of, the close contact and consultation between the
researcher and the specialist in the registers or other information wnits.

P_;-\ ¢. Analysts' Use of OCR Informational Services. 4
G

The contention of the consultants that, because there are so
many places to go for information, the analyst generally does not go to them i
is not borne out by the responses of more than 400 analysts to a questionnaire
on OCR informational services. This study reveals that, not only is there
very extensive use of the several registers and other information units, but,
in spite of the great inconvenience of doing so, a very significant percentage
of the users actually go to these facilities in person.* The impression of
general analyst dissatisfaction with OCR service, which is conveyed by the report,
is also not confirmed. The returns on 421 questiomnaires do not reveal any
widespread criticism of OCR information services nor do they contain significant
evidence that a reduction in the number of reference points is urgently desired.

s O AT L D ot I o RSO ZE Tl

TE

d. The Single Information Point Concept and the Short-term Request.

- - y
Bl e R

The consultants believe that "all short-term transactions should
take place at the central point...." It appears from the context that a "short-
term transaction" is one that can be handled quickly. In another place the
report indicates that a "quick reference question” is one that can be answered
in ten minutes or less.

¥ See Appendix B.

e
b 7
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factors -. tghe speed with which s question can be answered depends on many ?
the librapri © nature of the question, the experience and intelligence of i
the efficilan and of the requestor, the availebility of the reference tools, i
The ency of the retrieval system, the current workload, and many others.
S€ are matters outside the purvievw of this task team. The pertinent
qQuestion for this investigation is whether all questions that can.be answered

Quickly (after clearing the hurdles listed above) could or should be handled
at a single, central point.

The fallacy in the consultants' recommendation is one of over-
?implification. The length of time it takes to answer a question is not
its essential characteristic. It is the substance of a question that determines
not only how long the answer will take but also where the answer should be
sought. To be sSure, many, if not most, quick reference questions will be
ansvered, as at present, at the central reference point on the basis of the
general reference tools there available. However, many quick reference
questions can and should be answered by the specialists in the several registers
who are best able to answer them. The experienced analyst will not be inclined
to refer a question to a central point merely becausé it is brief if he knows =~
that it can be answered even more quickly and accurately in one of the registers.

If "all short-term transactions" are to take place at a central
boint, then all of the files and all of the specialists must be available at N
_ that point. This task team has already rejected the suggestion that the ¥
bwjgaspecialized rersonnel from the registers and other units be added to the central 7.
“~reference staff. It is obvious that only to a very limited degree could the ¢
files of the several registers be duplicated at a central point; without these
files the specialists would be unable to answer most questions whether they
be long or short.

The establishment of a "single point" will not of itself make
possible the more expeditious handling of so-called "short-term transactions"
nor of long-term ones either. It is the belief of this task team that the
single point concept is itself unsound and that multiple contacts are not only
desirable but essential.

5. Summary of Conclusions.

a. General

(1) The single point concept is illusory. A careful reading of
the consultants' report reveals that the customer will not in fact get his
information from a single source on a single request.

(2) A central information unit is desirable, and although the E
nucleus of such a unit now exists, the concept should be more fully developed; ‘
ﬁhé central unit should be clearly identified and operate as such.

y Y
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'g:) b, Organization.

(1) Tne Proposed se
. paration of reference personnel from the
re . .
unfésxgﬁidand other informatlon units and their incorporation in a central
destroy their usefulness as specialized reference personnel.

decentrals (?) The reference services should not be merged at the user level;
ralization ang specialization st this level are desirable.

must + (3) The.most effective centralization of the reference functions
- ake place at g level higher than an information center at the user level.

elseun ) (%) There are some reference activities now being performed
Sewhere in the Library, notably in the Circulation and Acquisitions Branches,

which should be transferred to a central information unit.

(S) The bibliographic service should not be encumbered, as proposed
by the consultants, with the indexing of incoming materisls.

(6) The "complete cycle service" as described by the consultants

would result in an undesirable reallocation of basic responsibilities within
the DDI complex.

c. Space.
;g:) (1) The physical centralization of the various reference activities
b'ﬂﬁ”;n close proximity to each other and to the customer offices would resolve

many of the problems which now prevent the provision of a fully adequate
reference service.

(2) a single, large reading room does not lend itself to the
peculiar needs of an intelligence organization. Each of the several reference
units should be provided with a reading or information area of its own in the
new building in addition to +the central reading area adjacent to a central
information wnit.

(3) Any adventages that might accrue from the proposed reallocation
of space in the present buildings are offset by a number of adverse factors.
However, a final conclusion in this matter should be deferred until all of the
reports are in and a final determination regarding possible changes in
organization can be made based upon all of the data available.

d. Service.

(1) The reference services of OCR and those of non-intelligence
libraries are not directly comparable.

(2) Although close contact and consultation between the OCR
specialist and his customer are essential, and the customer must frequently
mine the intelligence materials himself before a selection can be made,
iﬁi}e is still a large area in which general reference librarians may properly

Lyperate.
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that analystgj) e Svidence does not

support the consultants' contenti
Wnits. generally do not g0 to th for

€ various registers and other information

L) m i .
nake Possiblé ) The establishment of a "single point" will not of itself

th 3 .
transactions," € more expeditious handling of so-called "short-term

(5) The single poi .
not only desirable but egsenzga?_? concept is unsound; multiple contacts are
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~JII Recommendations . ‘
~————"tndations.

1.

Administrative Integration of OCR Reference Services.

In order to reflect the e
collectiong

n OCR and in order t
economy of operation, it

Possibility of effecting,
of the Library and the reg
for reference services.

should take isg beyond the

ssential unity of the various intelligence

O achieve greater efficiency and probably

is recommended that careful study be given to the

as soon as possible, an administrative integration
isters under a single administrator responsible only
(A delineation of the form such a reorgunization
area of study assigned to this task team.)

2. Establishment of g Central Information Unit.

It is recommended

a. that, in lieu of the single information unit recommended by
the consultants, a central information unit be established within the Library,
using the present Reference Branch as a nucleus. This unit should be clearly
identified as the place where (1) initial contacts for OCR reference service
may be made; (2) information will be available regarding the capabilities
of other OCR reference facilities; (3) short-term inquiries of a general
reference nature may be answered by the use of orthodox library tools;
(4) vasic reference materials will be available; (5) bibliographies (including
requests for Intellofax runs) will be prepared; and (6) the other reference

P,;;;._;}f‘unctions now performed in the Library will be available.
v

b. that the reference functions now being performed by the Circulation
Branch be transferred to this unit.

c. that, when all of the OCR reference units and FDD are in close
proximity, the Acquisitions Branch relinquish its foreign periodical collection
and the reference activities related thereto to the main library collection
and the central information wunit respectively. There should be added to the
Library staff at the same time such linguistic capabilities as may be necessary

for maintaining and providing reference service in connection with this foreign
periodical collection.

d. that the organizational abbreviations file now located in the
Document Division be transferred to the central information unit but be
maintained by the Document Division or its successor.

e. that this central information unit be supplied with all of the
usual general reference tools as well as with deizzailed.information on the
capabilities of the registers and other 1nf?rrfxat10n unltS,'and that it be
staffed with personnel who, by specific training and rotation , are tho:?oughly
familiar with the assets of the registers of OCR and of other information
units throughout the agency.

S-E-C-R-E-T
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« Allocation of Space in the New Building.

It is recommended,

Industria]. Register, Biographic Register,
Foreign Documents Division.

b. ‘that each of the registers be allocated reference space in the
new Puilding readily accessible to the customer but separate from the general
reading T'oom, and in close proximity to the register's files.* Such space
&5 may be needed for this purpose should be deducted from the space presently

allocated to the Projected central reading area in the plans for the building.

_ C. that the central information unit be centrally located within
the Library and adjacent to the general reference materials, the catalog,
and the main library collection of books and periodicals and readily accessible

d. that, in addition to the reference space recommended for each
register, there be established a large reading area adjacent to the central
information unit for the consultation of general reference materials, the
general reading of books and periodicals, and other activities related to the

P:.;..‘;ii.%f‘unctions of the central information unit and the main library collections.

very apparent to this task team that th? Map Library and probably
;D]]):tsg:zld a{sopgave space for an information unit and for the use of

-5) ustomers .
) S-E-C-R-E-T
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SUMMARIES OF INFORMATION ON THE REFERENCE

FUNCTIONS OF THE LIBRARY, THE REGISTERS » AND. OTHER INFORMATION UNITS

Part I. THE REFERENCE ERANCH OF THE LIBRARY

T £ . - .
1. location, organization, size, and functions of unit.

8. Iocation. M Building

b. Number of persons, their averas - - - 2 2PA e
. 4 Persons, thelr average grade levels and qualifications
duties, collateral duties, workload. : |

b ] The re?erence function in the ILibrary is primarily handled

¥ the Information Section of the Reference Branch. There is also a small
amc?unt of reference service provided by the Circulation Branch. This service
arlées.from the fact that requests for the purchase of documents , books, and
beriodicals may be incomplete » thereby requiring work by the Search Unit in
or<.ier to establish a more complete identification. In so doing, the Search
Unit utilizes reference material. If this unit is unable to identify the item,
the problem is then turned over to the Reference Branch for further action.

The Information Section of the Reference Branch has the following

ﬁamposition:
1l GS-13 Chief
3 GS-12 Senior Librarians
L Gs-11)
5 GS-9 ) Librarians
3 Gs-7)
1 GS~5 Clerical

Total 17

In general, all professionals have a library background gained
by formal education leading to a degree in Library Science.and/or by experience
gained in library practice. All professionals are concerned with satisfying
requests by customers, including the necessary research and report writing. Such
research may be accomplished with material available in the reference space, or
it may require the librarians to consult various other facilities available in
the Washington area. As a result, the senior librarians, particularly, are
frequently at the Library of Congress or other area libraries.

In addition to carrying out research and related report writing,
the librarians, in rotation, serve as advisors in the Reference Information Center,
answer telephone requests, and return reference material to the proper shelf.

S-E-~-C~-R-E-T
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. Space used by reference unit.

. The Information Secti

ineluai ection controls 2160 square feet of space

Presentilgt;ﬁc:; é.'Cgox.'riclor 5, and librg.rians' working ares. If all librarigns ;re

Customers are sbg tc:).s completely utilized. To a limited extent, however,

Read use this space for research. In geéneral, they use the
ing Room (1150 squere feet) ror woirkihg on refe’re’ncg ‘material. Y ‘

d. Facilities for customers.

research. me 1o Only very limited facilities are available to customers. For

facilits é saoS;u;ma.nec.x abow.re, t}.ley generally use the Reading Room. Mechanical

in thie s : cn as microfilm viewers » enlargers, and printers » are not available
area; customers are expected to use facilities in other parts of OCR.

2. Identity of customers. .

In FY 57 the Library Ref i ‘
requests, as follews y Reference Service answered a total of 21,557

a. CIA - 20,360 ‘
DD/I 7744  (ORR-366L, 0SI-2263, 00-862, 0CI-501, |
ONE-150, Other-304)
DD/P 7327

. - Other 5289

ST S e

BGRD

TTEE

b. Non-CIA - 1197 (State-81, Army-66k, Navy-80, Air-100, AEC-2,
Other-270)

PV i S

3. Character of rzquests.

i

a. By phone, in person, through intermediaries.

Telephone - The largest number of requests come by this means.
Many of these are from IR and ER.

In person - Almost as many requests are made in person as by
telephone.

Written - Relatively few written requests come in. These are
largely from outside customers (note relatively few non-CIA customers serviced
in FY 57). '

S-E-C-R-E-T
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' b. Types of Taquests.

The Library divides requests int

1 N A
€8s than 2 minutes ), informational (2-15 minutes

0 directional (answered in
2 hours), and bibliograpnic (

), research (16 minutes-

more than 2 h . i i i
requests 1q g forliom ours). The distribution of these
Request Percentage of Questions Percentage of Time
i
Directional 21 . 0.5 f.
Informational L6 7.5 -8
Research 31 L1 |
Bibliographic 2 51

Qs
L
]
1]
g
D
DS
D]
5
H
®
[}
<
5
2
i
8
ct
@
o
o
[¢]
1
7]
g
8
3]
]
g
o
2]
(€]
Q
o
H
d
[1]
)
=i

information is likely to be found s up t
report writing for the customer,
various functions » librarians als

e

0 performing extensive research and

on and off the premises. In performing their

O process Intellofax requests (select codes R
phone machine division, deliver tapes or cards), compile bibliographies , identify
documents from incomplete and inaccurate descriptions, and act as intermediaries
mation for customers from BR, IR, GR, State, etc. They do

not allow reference material to leave the r:ference Space, but will provide
thermofax copies of selected material.

.
0
i)
4
A
1

W

B ‘) 4. Tyten* of research or Sar

€ening done by cusiomers in unit or by
wit perscanel.

Both customers and unit bersomnel utilize the reference material &

available in the reference space. Within reason, the librarians provide any '
service asked of them. :

5. Evidence of duplication.

Certain of the reference material is available in other areas of
the agency. However, the service provided by the librarians is not duplicated
elsewhere. Requests on them for biographic, graphic y or industrial information
are turned over to the respective registers. However, the Library frequently

aids the registers in answering specific questions on which the information is
not available in the given register.

6. Advantages or dis~dvantages of providing s:rvices of this unit
through & single central OCR information wunit.

This wnit would fit fadirly well into the concept of a truly
centralized service, inasmuch as 1t upziers to function to a certain extent
in this manner at the present time.
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art II.  THE AcquISTTTONS BRANCH OF THE LIBRARY.
1. Tocation » Organization, size,and functions of wnit. 25X1
a. Iocation. 350-26th Street.

L b. Number of persons, their average ade levels and qualifications
duties, collateral duties B world_oaé.. s b ’

25X1

- Branch Chief - is chief of an OCR Branch, and works with the
State Department in the procuremen®; of publications.

Area Coordinators (GS-11)
Various other personnel

The function of the branch is to receive periodicals, books
and monographs procured in response to direct request or routinely in selected
categories, for either CIA or commmity needs, as a service of common concern s
and to control, catalog,} and disseminate such publications.

Pj c. Space used by reference unit.

In lieu of a reference facility, two tables and chairs are
provided for accommodation of visiting analysts (generally from other IAC agencies)
who desire to make personal contact with the Ares Coordinators who, as procurement
officers, become knowledgeable on matters of intelligence interest. Acquisitions
Branch has a dissemination component, book component, and support functions.

Books retained go to the Library. Periodicals are stored in Acquisitions Branch.
The volume of material handled each day runs from 15 to 20 Class A pouches.

2. Identity of customers.

Customers include representatives of agencies partiecipating in
the PPO program, and the various DD/I and DD/P offices of CIA. FDD, which
is the major customer, enjoys first priority in access to periodicals for

exploitation.

3. Character of Trequests.

Typical requests served by this branch:
a. Referring to publication content, bibliographies, identification:

(1) What book, journal or newspaper carries the speech of a
itical or military leader? Does the text differ from that carried by

: 1
prommen‘b s Do the Chinese mainland versions compare with the press of the USSR?

AP, UP, ete?

PO

S-E-C-R-E-T
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Japanese scien‘tiég) 'joz:i:liist%ngs are available, or can one be produced, on
2 research producedt » Blving identity of issuing authority and category

(3) Compar 3 )
of IC, Hoover, Harvard-Yeﬁchiné? Ziiélngs of Sov Bloc publications with those

mixbure op va.riouéht):raggilztsgg:‘ted int:rcepts (FBIS) and/or from confused
ion systems (e.g., i i
ete.), can the true title be eStabliZhed? (e.g., international, French, LC,

(5) Identi . . .
Of recent receipts from o ilY USSR publishing houses and illustrate with titles

(6) Can the pre- i i
; ) publication data for monographs i
or RFE be established ang supplied on a periodic basis +o D%?PI?) resued by MRC

b. Referring to operations or operational support :

(1) Prepare 1list of all diplomatic and consular listings

received in calend ; indi s s At .
copies recoivad. ar year 1957, indicating Priority ofrecipient and total

(2) Draw up chart showing air and. i
‘ %terials received in 2nd quarter FY 58. & surface pouch times for

L

(3) Compare requirements for telecommunicati i
‘ >CO) io
as expressed by WF (OSI, 00, ORR), SP, and INR/SPS. " requirenents

(4) Prepare report on extent of USSR icati i
_ . Pbublication receipts and
indexing made on same for all departments and agencies in PPO program. P

. (5) As received, hold aside all copies of USSR and Soviet
Satellite publications which contain illustrations cf earth satellites and/or
astrophysical developments for calling to DD/I attention.

k. Fxtent of rpesearch or screening done by customer in unit or by uhit
personnel.

Periodicals (books and monographs) are scanned by FDD. Procurement
is through PPO's, attaches, ACSI and ONI.

5. Evidences of duplication in terms of data availecble, service
performed and the like.

A central point of reference does not now exist, resulting in some
doubt that if an analyst wants data on a specific incident, all the resources

of FBIS, FDD, Acquisitions Branch, and the Library would necessarily be tapped.
The branch does no coding or indexing of information.

S-E-C-R-E-T
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6. Advanta,
€€s or disadvantages of providing services i i
" of th
through o single central OCR informatiog unit. e it

Proximi i
the opportunit ;%?:Lty to @D 1s vital. Iocation in the new building will improve
Y rendering a better service of common concern, since all

Tepositories of info i i
rmation will be in - i
ove < " ) proximity and
rlooked in satisfying a specific roquizans t%r presumably none will be

S-E-C-R~-E-T
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IHe CIRCULATION BRANCH OF THE LIBRARY

1. TLocation,

organization, size, and function of unit.

a. ILocation. M Building

b. Number of bersons,

. their average graje lévels and qualifications
duties, collateral duties, workload. o & g ’

chief: The Cireculation Branch consists of three sections under a branch

1. The Control Section (Search Unit) has 11 people:
1-Gs-11

2-GS-9

2-GS-7

5-GS-5

1-GS-k (messenger)

One of this gr

seven are college graduates, and th
or no college education.

b '?ldings :

oup (the Chief) has an MA in Library Science,
€ remainder have no previous training or little

BER

Al

#

W

ol

B
48

3

B

i
i

-

- el

l"

A

|

L

9

o

£

Y

2. Branch Libraries Section services the librar

les in various

R 1T e

1-Chief, GS-11 (MA in Library Science)

SR OO NS SN TR T N AL RO T AT i

K Branch -5 people
J Branch -2 person
Barton Branch -3 people
Training Branch -5 people

3. Services Section has the following personnel breakdown :

Book and Periodicals -5 people
JAC Unit -5 people
Copy Unit -7 people
Interlibrary ILoan Unit -6 people

c. Space used.
The Circulation Branch now occupies 9,571 square feet of space.

This includes all the auxiliary libraries except training. It is proposed to
expand this area in the new building to 17,375 square feet.

d. Facilities for customers. No special facilities.

};7:>
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2.

Identity of customers: the entire intelligence community.

3. Character of requests.

. &. By phone, in berson (particulari iﬁ the branch libraries), and
by written requests (over’SO%). (e i )

b. The Control Section or Search Unit s
£ provide bivii : ( c it) was established in 1956

X ) graphic identification for any type of request levied upon CIA
iigr&ry which might result in the purchase of a book or Periodical, an inter-
rary loan, or the losn of documents or books from microfilm or from original
Copy. The searchers establish the identity of the materisl so that other
Circulation Branch personnel may

Library resources or elsewhere.

L. Evidence of dup

lication in terms of data available, services performed
and the like.

Advantages or disadvantages of providing services of this unit
through a single central OCR information unit.

The services of the Search Unit are confined to the identification of
materials in the Library collection. It would not be feasible to have a single
unit of this type perform the same function centrally for all of the registers
and other information units as well. However, the number of Places a person
is required to go for information within the Library could be reduced by combining
the reference functions of this unit with those of the Reference Branch.

S-E-C-R-E-T
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~r't Iv. THE INDUSTRIAL REGISTER

1.

Location » Organization, size, and functions of unit.

a. Location. 350-26tp Street

b. Number of persons,

. their average grade levels and uvalifications
duties, collateral Quties » workload. =8 ¥ ’

Supervisor of the Reference Unit. Approximately one-hslf of

his time ig spent supervising and participeting in this work.

Receptionists (two)

G5-9 (3 year college training) - 100%
GS-5- 100%

. These individuals answer the simpler qQuestions, refer customers
to specitic branches a.nd/or analysts in the Indus

trial Register, and bring -
material from the files to the customers.

* It should be noted that all of the analysts, insofar as they
consult with the customers, answer spot questions and bring file material
to their attention » also perform a reference function. File clerks also s to

& very limited extent, provide a reference service by bringing file material
to the customers.

P 'D

¢. Space used by reference unit.
4

The space serviced by the two receptionists covers 960 square
feet and contains 16 tables or desks. All customers use this space except SAC,
which has a separate area of 417 square feet, containing six tables. Certain
reproduction equipment is also located in this area.

In an average month the available space is filled by customers
on five days. For the balance of the time » the space is more than ample to
satisfy the demand.

d. Facilities for customers.

Tables and desks, as indicated above » Plus some equipment for
making prints from microfilm, and for photo-~copying of hard copy.

File material supplied to customers for reference use is almost
always in hard copy, but copies produced for customers may be made either by
photo-copying of hard copy or by enlarging microfilm.

5-E-C-R-E-T
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2. TIdentity of customers.

In FY 57 IR provided service as follows:

a. CIA - 2970

DD/I 1602 (ORR-993, 0SI-337, 00-258, OCI-9,
Other-5)
DD/P 387
Other CIA o981
b. Other Agencies 3683 (state-22, Army-537, Navy-197,

Air-2870, AEC-12, Other-45)

It is interesting to note that the Air Force (primarily SAC)
nade as wany requests for service as did all of CIA.

3. Character of requests.
a. By phone, in person, through intermediaries.

An estimated 15-20% of the requests on IR are calls to analysts
and /or receptionists by telephone. An estimated 99% of these telephone calls
come from CIA, a majority from BR and GR. Only 1% of the requests are written,
not accompanied by the requesters. Approximately 80% of the requests are verbal,
vade in person by the requesters.

b. Types of requests.

The time necessary to fulfill a request varies from a few
minutes up to two weeks. The average time required is approximately 2 % hours
(time spent by IR analysts, receptionists, file clerks.) In wost cases materiel
is supplied to the customer in the form of the entire IR file on a given
installation, and it is expected that the customer will perform the necessary
research. Coples of any given portion can then be supplied upon request, in
the form of photostats of hard copy or enlargement of microfilms (this latter
occurs infrequently). In general, IR analysts do not select material from a
given file or prepare reports (collation of material) to satisfy customer
requests, except for requests originating overseas (DD/P, REG, etc.). In these
cases, IR analysts will perform research and produce reports as necessary to
answer specific questions. It is this type of service which takes some weeks

of effort on the part of IR to satisfy.

k. Extent of research or screening done by custower in unit or by
unit personnel.

As indicated above, except for overseas' requests, IR analysts
. - : $ i i ; the customer does the
i indicate in which files material is to-be found; t ; :
Slmgiging. This latter he accomplishes by going over the entire file(s) of
Zgzen installation(s); the file(s) is delivered to him in the customer area by

an analyst, receptionist, or file clerk.

;?ﬁi)
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5. Evidences of duplication.

| Most, if fiot all, of ; ich is i

is also . ’ » Of the waterial which is in the various IR files

IR is ita;":‘;ﬁigiefiom the Int':ellofax System or in ER or GR. However, only in ’

which tre niberdas irsl connec?tlon with the specific factory or installation with

materia] through th associated. Therefore, if one wishes to approach BR or GR
e factory system, IR is the logical starting place. In this

Sense, while the i $ ;
servi ::e. 1ere 1s a duplication of material , there is no real duplication of

6. Advantages or disadvantages of providing services of this unit
through a single central OCR information unit.

- — Sy Ty e
T T T T R e L A e e T S T T I T T e L R T ST SRS R N aE

Because of the nature of the service i
. provided (individual analyst
:.gsnw:i ; :.flge:sfto czr;zplete files) it is difficult to see, except for spot Y
niormavion on where to go for help, how IR could fit offe
into any completely centralized single service. ’ Stively

S-E-C-R-E-T
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Part v. nmg BIOGRAPHIC REGISTER

1. Location, orgenization, size, and functions of unit.
a. Iocation. North Building

b. Number of bersons, their average grade 1 ifd i
duties, collateral duties, workloaé. 5 Eree fevels end qualifications,

There is no specific reference unit. However, all anal
ad Gs . = ysts
égrbeisme ;9 ??d GS-11) handle requests for information. Their main duty is
iar ith nercanal+ An 2em . , A .
literature,aZECT With perscnalities in a given area, maintain dossiers, read

¢. Space used by reference unit.
None (there is no specific reference unit)
d. Facilities for customers

) ] There are five sections’one desk per section on the average
is available for customers. 4

2. Identity of customers.
» Ej) In CIA, requests are from DD/P, OSI, and 00 (in that order).
3. Character of requests.
a. By phone, in person, through intermediaries.

Most identification requests come in by phone; long-term
projects are received by memorandum or tyv personal call.

b. Types of requests.

60-70% ask for identification of an individusl
30-42% are research type of request
an a typical year, there are approximately 4900 requests,

covering such items as:

Completely documented reports onAlh,OOO individuals and

137 organizations.
8700 brief informal summaries on individuals and on 231

organizations. ] L .
Thermofax reproductions of biographic information from

on 7600 individuals.
BR files Intellofax production of 62,000 Who's Who cards

15,200 dossiers consulted by visitors
85 machine listings containing references to 866,000 names

.0
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- b,

Eztent of research or screenin

personnel | g done by customer in unit or by unit

The customer is encouraged to screen much of the material himself.

5. Evidence of duplication i
on in terms of date available i
performed, and the like. ’ serﬁces

scientiste (OOSI ;.)robz?,bly duplicates personality files to some extent on
0T pres, ge girl in OSI/E spends full time preparing 5x8 cards on personalities),
: ¥y duplicates State/BI files to some extent on political figures.

6.

Advanta.ges or disadvantages of providing services of this unit
through a single central OCR information unit.

No one person or persons in BR could perform the reference function

and be kno ledgeable on all areas Best i i
. a i
. W, - . : pproach 1ls &a dlrect contact with the

- )
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Sl
t VI. THE RaPmICS REGISTER

1. Zlocation » organization, size, and functions of unit.

&. location. Building 1L

b. Number of persons, their average

. ade levels and qualifications.
duties, collateral duties, workload. & 4 ons. '

servi The function of the Graphics Register is to provide a supplementary ‘ i
. X}CG of common concern in providing the intelligence community with "ground"
r “spot photographs, photographs of persons ; and motion picture films.

—s ™

Film Branch

) The immediately available assets of the film service consist
of a unique collection of non-government produced films. In addition s
c::ollections elsevhere in the community are exploitable. The reference tunction
1s located within the Service Section of the Branch which is comprised of 4
professiomls (GS-9 to GS-12) who have competence in audio-visual arts, and 8
personnel (GS-L4 to GS-9) who constitute the support activity, including cataloging.

ghis section performs procurement duties as collateral to primary reference
uties.

> ’3 The U4 professionals in the Service Section have part-time
duties as reference assistants (time of 13 men is spent out of the office working
on standing requirements for air-photo intelligence on file at defense agencies,
and fulfilling needs for air-photo cover in official defense repositories.)

Fhotograph Branch

These men are supported by 3 file clerks, 1 control clerk ,
and 1 technician.

¢. Space used by reference unit.

Film Branch: 560 square feet by Service Unit (Reference)
L8 square feet by Analysis Section (File Area)
170 square feet by Inspection Unit
187 square feet by Library records from which
Intellofax-type runs are made
100 square feet by Editing Unit

Photograph Branch: U460 square feet for reference service
1000 square feet card file space
450 square feet “picture of people” collection

The collection of photos of people has no separate

reference activity. Reference functions are conducted collateral to other work
done by the GS5-9 and GS-11 analysts on this job. :

S-E-C-R-E-T
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d. TFacilities for customers.

Film Branch

Projection Room (26 seats) where analysts may review films . a

?ggm"wherf editing-vigWing equipment is available for use by analysts searching
-~ SPOt™ photographic information, and chairs where analysts sit face to face
With service persomnel to discuss their needs.

Photograph Branch

Up to 20 customers assemble in reference room at one time

where there are 3 large tables to accommodate them

Customers needing spot or ground photographs may browse at will
in the extensive files where about 500,000 photographs of Places and things are

actually on file ;> each picture being attached to a card filed alphabetically
within areas, and coded by marginal markings indicating subject category.
2. TIdentity of customers.

Film Branch

In CIA, DD/I is the major group customer, although Office of Training
%S the largest customer for films, and accounts for about 1/3 of the business done.
PD% » after receiving notices of films ; sends its people to GR to view promising
material, or to extract spot "stills" for exploitation.

Service is also rendered to National War College, Foreign Service
Institute, IAC members, and others.

Photograph Branch.

Customers from CIA constitute 60% of the total, 60% from DD/I and
40% from DD/P. Most customers are regular repeaters.

3. Character of requests.
a. By phone, in person, through intermediaries.
The Service Section receives 300 formal requests per month, equal
to 600 to 1000 separate requests for specific films., Requests for reference

service are by phone (50%), by memo (30%), and by personal visit (20%) .

The Photograph Branch receives requests which total about 650
per month, of which 200 are personal visits, balance being by memo or phone.

S5-E-C~-R~E~T
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) b.  Types of requests.

. Negatives of SpPot or ground photographs are filed separatel
in duplicate from which the customers! nay be on 5o Y

(95%) talk needs may be printed. Normal service
braneh axes several days, but crash demands (5%) can be satisfied within the

In response to the 6

Plctures per month are delivered, not

50 requests received, some 15 to 20 thousand
Photographs.

including another 15 thousand air

L, Extent of research
unit personnel.

All unit persomnel do extensive screening for special requirements.

5. Evidences of duplication in terms of data available, services performed,
and the like.

None

D 6. Advantages or disadvantages of providing services of this unit through
P’;&’"’ a single central OCR information unit.

At present the library records are situated remote from the reference
area on the floor below ( same also in room adjacent to Service Section). This

sltuation will be corrected in the new building, where all relevant operations
will be in closer proximity.

The reference service rendered is

too specialized to be susceptible
of complete integration into a centralized ref

erence function in a central activity.
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VII. THE INTERNATTONAL CONFERENCES ERANCH OF THE LIATISON DIVISION.

1. Location, organization, size, and functions of unit.
a. Iocation. 350-26th Street

b. Number of persons,

. their average grade levels and qualifications
duties, collateral duties, workload. & il ’

Liaison Division as a whole: 24 persons, of whom 15 are engaged
in direct liaison activity.

International Conferences Branch: T

¢. Space used by reference unit. No separate reference unit.

d. Facilities for customers. No separate facilities for customers. i

2. Identity of customers.

In 1957 the Liaison Division received 1453 formal requirements, 956
of which were within CIA and 497 from other agencies. The DD/I area accounted
for 742 of the internal requirements. In the same year 14,600 informal service
requests were received (not compiled by requesting office), of which 98k6 were
from CIA and 4754 from outside agencies.

”P'T:> No separate information is available on the number which might be
called "reference" requests.

3. Character of requests.

The majority of reference requests are received by the International
Conferences Branch as a by-product of their custody of hard-copy material which
they hold for operational purposes. The scientific and technical (so-called
S & T) material is now being transferred (after pertinent data have been extracted )
to BR where it is reportedly inactive. (LD still has a Kardex file of this
material to turn over to BR). No similar arrangement has been made for the non-
scientific and technical files (1200 or more). The Trade Fair file is almost
exclusively related to collection and does not entail significant reference
activity.

k. Evidences of duplication in terms of data aveilable, services
performed, and the like.

No duplication is evident.

5. Advantages or disadvantages of providing services of this unit
through a single central OCR information unit.

The Liaison Division is attempting to rid itself of the reference

tions associated with its custody of the international organizations files

f. fdloboVe. It is desirable that these materials be held elsewhere, probably
R a egisters. I_.o2 the remaining reference functions of this division

“in the]:tgd either to its own reports or are incidental to its basic operations,

e riénnot be handied centrally.

they ¢!
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STt VIII. TYE DOCUMENT DIVISION

1. Iocation » Organization, size, and function of unit.

a. location. 350-26th Street

. b. Number of persons, their average grade levels and ualifications
duties, collateral duties, workloaé. g : ,

the An ' There are two reference-type activities. Both are located in
1€ Analysis Branch of the Document Division. They are rather minor functions
conducted as part-time work by regular employees.

) The first of these consists of rendering a reference service
f?r abbreviations of various organizations of intelligence interest- world-
WIde.:, gleaned from documents- together with a statement of the character of
activity in which the organization is engaged. Reference service is rendered
as a collateral duty by a GS-9 document analyst. Sinece 1950 approximately 40,000

cards have been filed with data on abbreviations gleaned from publications during
normal coding operations.

The second is concerned with maintaining the "Flash" file and
responding to service requests. The "Flash" file consists of large loose-leaf
binders containing information on repetitive reports (e.g. State "Weekly Coal
Baports"). The original despatch or attache report is coded and entered in the

P‘ '-';ﬁgllofax system, but subsequent issues are merely logged in on the "Flash"
sheet without repetitive coding. The "Flash" files are maintained by a GS-5.

c. Space used. Work done is collateral to other duties.
d. Facilities for customers. No special facilities.
2. TIdentity of customers.

For the abbreviation file: customers include DD/P , BR, OSI, NSA, and
the Reference Branch of the Library.

For "Flash" file ¢ the customer is usually the Circulation
Branch of the Library in identifying
subsequent issues.

3. Character of requests.
a. By phone, in person, through intermediaries.
Por abbreviations: of the 15 requests per month for
reference service, phone calls from the

Reference Branch total about T0%; others
are from DD/P, BR, OSI,and NSi.

For "Flashes" : 90% of the phone calls from the Circulation
‘9 Branch are for State "Flashes" and the other
bo 10% for information on Defense "Flashes."

5-E-C-R-E-T
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4. Evidenc
‘ es Of dupliCa-t.' . N .
performed, and the l:‘Ll-::':lC1 in terms of data available, services

No duplication is evident

5. Adventages or dissdvan
1s tages of providing servi i
hy i vi i
through a single central OCR inforn’atios unit_ces of this unit

Both of the rer NP
physical e erence activities would benefit
duties argrOXiIn—’tE toother reference functions, bearing i gog 2 docabion in
collateral to other work. ’ € in mind that the

S-E-C-R-E-T
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v IX. THE FOREIGY DoCUMENTS DIVISION, 00

1. TIocation, organization, size, and functions of unit.

a. Iocation. 25X1

: ©. Number of persons, their average grade levels an l"f“ i
duties, collateral duties, workload. ge &r a4 qualifications,

(ave There is no specific reference unit. However, all analysts
rage grade GS-9 and higher) handle reference requests. Their main

duty is'to exploit "documents" on the subject for which each is a specialist
(in a given area,).

C. ©Space used by reference unit.
None specifically, only chair space next to an FDD analyst.
2. TIdentity of customers.

ORR, OSI, and DD/P are the heaviest customers within CIA. A1l
IAC agencies avail themselved of these reference services.

3. Character of requests.
PD a. By phone, in person, through intermediaries.

Spot requests come by phone. A formal spot request may come
through Liaison Division. All long-~-term projects come through and are approved
by the Subcommittee on Foreign Language Exploitation.

b. Types of requests.

No copies of original "document" are ever given out.

Project may vary in length up to months and even years in “terms
of exploitation.

Verbatim translations are contracted out.

4. Extent of research or screening done by customer in unit or by unit
personnel.

Since most customers cannot read the original language, all
research or screening is done by unit personnel.

5. Evidences of duplication in terms of data ayasilable, services performed,
and the like.

Duplications in trenslations are avoided through the Consolidated
Translation Survey.

S-E-C-R-E-T
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Advantages or qi
s C sadvantages of rovidi i s
through g single central OCR in?orma‘ t:'..gg se:ll';ra.ces of this unit B

In the
+] . Present set- 3 X
he Acquisitions Branen of th:tLlilgr:;d in the new building, FDD is adjacent to

Mintained aftep exploitation., Y uhere the foreign lenguage materials are

Requests
DPerson in eithe have to be answereg by the subject specialist and. no one

» D
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8Tt X. THE MAP LIERARY, ORR

l. Iocation, organization, size,and functions of unit.
25X1

a. ILocation.

b.  Number of persons, their avers ’ i 1
ns ! ge grade levels and qualifications
duties, collateral duties, workloaé. : ’

Under a branch chief there are six qualified reference

llbr??ians or geographers, grades GS-9 to GS5-12, who spend full time on reference
functions. —_—

C. Space used by reference unit.
6 desks are used for reference people.
df Facilities for customers.
> additional desks are for the use of the customers.
2. Identity of customers.

Within CIA, the chief customers are DD/P and ORR ;
P t} State Department and Department of Defense also use this facility.

3. Character of requests.
a. By phone, in person, through intermediaries.
There are about 1000 requests a month.
Telephone requests exceed personal visits.

The IAC requests come through Liaison Division.

b. Types of requests.

Maps are provided; either copies or originals of maps can be
made aveilable. Analysis of maps is turned over to Geography Division/ORR.

L. Extent of research or screening done by customer in unit or by wnit
personnel.

The analyst is encouraged to do his own screening of maps or card
catalog (by subject and area), if he so desires.

5. Evidences of duplication in terms of data available, services performed,
and the like.

None
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isadvantages of providin i} i
g services of t
€ central OCR information unit. pie it

that customery £l§j:b§ary :.Ls 1nt?rested in being more centrally located so
referen aotivi ‘ind it easier to use their facilities. However thi
Y must be associated with the maps themselves. P e

6. Advantages or 4

through a singl

oF O Geogragiy Division s o bohe ey fiide 1t nessesary to be part
a £y . . W
Spect which is 50% of the Map Library ggrk?losely on the map procurement
S~E-C-R-E-T
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SELECTED RETURNS FROM QUESTIONNAIRE ON
OCR_INFORMATIONAL SERVICES

1. Compgnen’cs of DDI answering the questionnaire:

a. 277
g 5

. 90
d. 15
e. 7
i. 3

Total b2y

2. Type of position now held:

a. Analyst, Grade 5-11 15k

b. Analyst, Grade 12 up 205

¢. Branch Chief Lo

d. Other Administration 6

e. Other 16
Total U21

3. Length of service in DDI:

g ‘) a. Under 6 months 9
b. 6 months but less than 1 year 17

c. 1 year but less than 2 years LYy

d. 2 years or more 351
Total 421

4. Number of times respondents use OCR informational
services in a typical work month:

a. O 19
b. lor 2 134
c. 3to5 124
d. 6 to 10 ™

e. more than 10 __ 70

Total 421

X
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Lus_t_oger Analyst Use of Reference Services of OCR Units, FDD, and Map Library.

Questions 7-19. The customer analyst was asked to circle one or more of

the methods he uses in contacting each reference unit.
The total of those using the four methods thus exceeds
the net total of those using each unit.

Total number of People who answered the questionnaire: 421

flunber of respondents who use the MAIN LIBRARY 398 or 94% of all
(Question T) respondents ;
In person 365 91%\
By telephone 178 b of those
In writing L6 12% sing Main
Indirectly 62 15 Library

Number of respondents who use the INDUSTRIAL REGISTER 231 or 55% of all
(Question 9)

respondents
In person 207  89%
By telephone 83 35‘,"0\01‘ those
In writing 13 5% using IR
Indirectly 11 L
Number of respondents who use the BIOGRAPHIC REGISTER 142 or 33% of all
(Question 10) respondents
b 3 In person 81 57%
- By telephone 80 56% of those
In writing 13 % using BR
Indirectly 14
Number of respondents who use the GRAPHICS REGISTER 203 or 48% of all
(Question 11) respondents
In person 137 67
By telephone 99 4.8% T those
In writing 28 13% using GR
Indirectly 39 19%
Number of respondents who use the ACQUISITIONS BRANCH 208 or Lo% of all
(Question 12) respondents
In person 46 2
By telephone 129 60% f those
In writing 46 2% using AB
Indirectly 60  28%

S-E-C-R-E-T
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( Queétign §§§pondents who use the FOREIGN.DOCUMENTS 282 or 67% of all
PIVISIOI\I respondents
In person 133 L
By tg;l.e;_)hone 213 75% f those
In writing 66 23% use FDD
Indirectly 53 1
Number of respo:
. bondents who
(Questios 10) use the MAP LIBRARY 276 or 65% of all
res
In person 131 hT%\pondents
By telephone 205 4% of those
In writing 28 10% sing Map
Indirectly 24 & Library
i hadadedadba s 4

RS

R

R T SN L e A T
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Ihe Character of’ Research Assistance Preferred by Customer Analysts

Questions 27-29. The customer analyst was asked to indicate for each of
‘the registers Separately which one of the responses
listed below best described his needs. Only the returns
from the three major respondent offices are given.

1 ' . . .
I;ne; staff of the Biographic Register Fndustrial Register, Graphics . E
eglster_] could best help me in my research on particular subjects if it: "

a. Madt? available guides for me to use in ascertaining which part of the ‘
register I should search for information on my subject. L

o. Con.?.ulted with me in using the guides to find which part of the
register I should search for the information I need.

C. Searched the register and made available to me all the information
bertinent to my subject.

d. Searched the register and selected from it the most important
information for me to examine and use.

€. Prepared for me summarlies of the material in the register on the
subject in which I am interested.

» ‘) f. Other (indicate) (Although the number of respondents
R answering this part of the question are listed in the tables, the
responses yileld no additional data of importance. In most cases, the
people selecting this response either indicated satisfaction with
present procedures, a lack of understanding of the question, or
infrequent use of the services. )

BIOGRAPHIC REGISTER
(Question 27)

Distribution of responses

a. b. C. d. e, f.

Number of No.| % No.| % No.| % No.| % No.|% No.[%
responses £

25X1 E

170 2 1k J 12 6 b7 27 24 1| ko 23 23 13

32 2 61 3|1 35| 4 12| 619 8 25 |

5 16 29 | 1 2 6 11| 6 11|k 26 | 11 o1 “ E

Total 256 k2 17 11 6 6k 251 34 12 } 69 23 b2 17 b
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INDUSTRIAL REGISTER
(question 28)

[
Distribution of responses
o a. b -
Number of |[T To. : C. d. e. £, il
responses P W TET Tl % [To.[% ] . % No.[% ~
_ 25X 1]gE
23k '
3 36 1502 1| 7 33|42 19] wo 17 |18 4 1
% A N R (T T | -
Lo
10 25 2 5 9 22 L 10| 10 25 5 12
. ,
otal 300 ol ° 172 10| 9 30|48 16| 55 18 |27 9 ;
P ) GRAPHICS REGISTER
(Question 29)
Distribution of responses
a. b. c. 4. e F ;
Number of No.| % No. . - -
paer ot % o.| % No.[ % No.| % Nol % No{ % :
200 36 18f{ 29 14 |51 25 36 18 |31 15 17 8
22 1 L 1 b 9 ko 6 o7 2 9 3 13
Lo 100 25| - - 9 22 8 20 |12 30 1 2
r—
Total 262 |l 47 18| 30 11 |69 26 |50 18 | 45 18 21 9
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ESTIMATE OF VOLUME OF TRAFFIC
10 BE HANDLED BY A POSSIBLE CENTRALIZED SERVICE

mdeTfQ;sd:zZ;ﬁte og customer demands on the registers and the Library was
be mage o or ge W ether, on tht? basis of volume of traffic, a case could
assuning & o9 :galnst a‘single 1nforma,tipn unit. The data presented below ’
domons oy 20 Li;xcrease'm.demand on the registers and a 40% increase in
Wil avermn ort ri.ry, indicate that the number of telephone requests per day
o6, “Tbithg 2 y} 09 a.r_:d the number of personal visits per day will average
= =eltner of these figures, even granting considerable increases for peak

loads, provides su [
pport for a very large single center for r
nor for decentralization based on volume alo;sle. srerence purposes b

1. Biographic Register.

A. Data
1. 1957 3982 Total CIA requests
920 Other agency requests
1902 Total

2. 60 - 70% (av. 65%) identification

W

40 - 30% (av. 35%) research
P’ ‘) L. Most identification requests by phone
5. Research requests are written or in person
B. Assumptions
1. 25% increase in demand on BR by 1961
2. T75% of identification requests are by phone , 25% in person

3. 50% of research requests are written, 50% in person

C. Summary

1. Total estimates requests 6150/yr.
2. Identification 4000 /yr.
3. Research 2150/yr.
L. Total phone calls 3000/yr.
5. Average number of phone calls 12/day
6. Total visits in person 2075 /yr.
? 7. Average number of visits in 8/day
b~ person
S-E-C-R-E-T
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“F1I. Industrial Register
A, Data &
1. 1957 2970 Total CIA reguests
3683 Other agency requests

53 Total
2. 15 - 20% (av. 17.5%) of requests are by phone
3. 80 - 84 (av. 824) of requests are in person
k. 1% of requests are written

B. Assumptions

1. 25% of increase in demand on IR by 1961

C. Summary
1. Total estimated requests 8350/yr.
2. Total phone calls 1460 /yr.
3. Average number of phone calls 6/day
\PD k. Total visits in person 6850/yr.
5. Average number of visits in 27/day
person

ITTI. Graphics Register

A. Data
1. 1957 7757 Total CIA requests
3546 Other agency requests
I1,303 Total

2. 50% of requests are by phone
3. 30% of requests are written

4, 20% of requests are in person

B. Assumptions
1. 25% increase in demand on GR by 1961
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Total estimated requests
Total phone calls

Average number of bhone calls
Total visits in person

Average number of visits in person

Library (Reference)

A, Data

1.

L,

1957

Largest number of requests are by phone

Almost as many requests are made in person as by pvhone

Few written requests come in.
customers.

B. As sumptions

Number of written requests equals number of outside customers.

1.

2. 55% of CIA requests are by phone

3. k45% of CIA requests are in person

4. L40% increase in demand on Library by 1961
C. Summary

1. Total estimated requests

2. Total estimated CIA requests

3. Total phone calls

L. Average visits in person

5. Total visits in person

6. Average number of visits in person
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These are largely from outside

TTR/11--APPENDIX C-3

14,150 /yr,
T075/yr.
30/day
2830/yx

11/day

20,360 Total CIA requests
1,197 Other agency requests
21,557 Total

30,200/ yx.
28,500/yr.
15,650/ yr.

61/day
12,850/yr.

50/day



c g

. '

Declassified in Part - Sanitized Copy Approved for Release 2011/10/24 : CIA-RDP82T00271R000100120006-4

S-E-C-R-E-T

TTR/11--APPENDIX D -1

COMPARISON OF EXISTING OCR "‘P/&CE FOR RE V
8P/ FERENCE PURPOSES AND
SPACE PROJECTED FOR REFERENCE PURPOSES IN THE NEW BULLDING®

1. Industrial Register

Existing

960 square feet - general
417 square feet - SAC and reyroduction
equipment

Total 1,377 square feet

2. Graphics Register

Existing

Film Branch:
560 square feet - service unit

(showing filums)

170 square feet - inspectdion unit
100 square feet - editing unit
830 square feet**

Photographic Branch

430 square feet - reference service

3. Biographic Register

Existing

No specific space assigned
to customer.

k., Library - Reference

Information Section

Existing

1,150 square feet - Reading Room
(utilized also
for other purposes)

5. Total

‘ ” Existing

3,817 square feet

New Building
300 square feet for SAC

New Building

1,900 square feet

250 square feet
250 square feet

2,400 square feet#*

375 square feet

New Building

No specific space assigned
to customer.

New Building

6,000 square feet (Reading
Room)
Also 400 square feet
uncleared Reading Room
and 38 carrels in stacks,

New Building

9,075 square feet

*The data cover only the space allocated whole or in part to customer use,
*¥Available to customers, although also used by mempers of the branch.
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| \) CENTRAL INTELLIGENCE AGENCY

OFFICE OF CENTRAL REFERENCE

M—IE?A__RD FROJECT TASK TEAM REPORT NO. 12 TTR/12

DATE:;Z\‘)‘W ! qb’v i

MEMORANDUM FOR: Assistant Director, Central Reference

SUBJECT ¢ Final Report on Minicard Project 5 Task Team No. 12

25X1
1. Membe.rship'

Deputy Chief, Document Division, CR
Acting Chief, Machine Division, CR

Chief, Business Machines Service, Management Staff

Mr. Malcolm F. Pratt, Intelligence Production Staff » 0SI 25X1

EP ) ‘ ‘Referenée Branch, CIA ILibrary, CR

25X1
2. Methods of Task Team Operation

| Chief, Machine Division, the Chair-
man of this Team \ drew up the outline for the report, 25X1
briefed the Team on the many phases of the Minicard and other mechan-
ical systems and assigned sections of the report to the members for
drafting. We believe this report generally reflects| |
ideas and the recommendations he had in mind as well as the consensus
of the Team. 25X

3. Recommendations

We recommend:

a. A Minicard Pilot Operation Staff be established immediately in
OCR (page U4) with the terms of reference as outlined in Appen-
dix B. This staff should be made up of personnel from the OCR
operating divisions with the Chief and key members detailed on a
full time basis.

b. A pilot Minicard operation under the direction of this staff be.
started as soon as possible.

S~E~-C~R~E-T
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Co Representativc::‘s of the OCR Registers study the Minicard System and
collaborate yith the staff to determine to what extent it can be
used to advantage for their purposes. (See page 7)

d. Expgriments be started in OCR to develop expanded concepts of
§od1ng techniques applicable to the interests of Research Offices
in order to develop methods for the retrieval of information not
bz?sed on preconceived concepts. Such experiments should be in
lJ..ne with conclusions reached by the other task groups and be
dl:c‘:acted by an OCR Planning and Management Staff. (See Part IV
beginning on page 20)

25X1
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PROJECT 12, MINICARD TASK TEAM

MINICARD FPROJECT

OUTLINE

Page
Part 1, Assigament, Conclusions and Scope of Report. -5
Part 11, Comparison of Intellofax and Minicard Systems.'
A. Brief Description of the Two Systems. 6-7
B. Comparison of Personnel, Machine and Space 8-11
Requirements.
C. Discussion of "Source" File. 12-13
D. Discussion of "Aperture Card" File. 1h
E. Discussion of Product Available to the User. 15-16
EP --.4Part III. Present Plan for the Minicard System.
A. Mechanical Test of Equipment. 17
B. Pilot Minicard Opexation. 17-18
C. Phase Out of Intellofax System. 19
Paxrt IV. Development of Full Potential of Minicard. 20-21
Part V. Discussion of Consultant's Comments on Minicard. 22-24

Appendixes A - Project Outline - Minicard Project dated 25 Apr. 55

B - Suggested Terms of Reference for Minicard Operations
Staff.

- Intellofax System -~ Input.

- Minicard System - Input.

Retrieval - Intellofax and Minicard Systems.

Personnel and Machine Costs for Intellofax System.,

Personnel and Machine Cost for Minicard System.

Minicard Eguipment on Hand and "On Order".

1
MWD
1 i
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¥ Part T, Assi 1 lusi .

gmment, Conclusions and Scope of Report.

L Assierment
\n—_‘

The task of Project Twelve consists of determining if:
8. Minicard offers advantages over Intellofax.

b.  The Minicard Pllot operations have been satisfactorily planned (and
to develop a current plan). .

¢« OCR should have a continuing high level planning and management staff
TC investigate new ideas.

2. Conclusions
e e e M uthataduiealy

After much discussion and investigation of the files » Plans and other
material pertinent to the above questions, we prepared this report and
arrived at the following answers:

a« We believe that Minicard does offer many advantages over Intellofax and
will substantially improve OCR's support of intelligence research.

be A satisfactory plan for running a pilot operation for the machine aspects
of the Minicard System has been developed by the Machine Division. How
2 j ever, we feel that OCR has been remiss in not having established a
"Task Group" (as provided for in the Minicard Project Outline - see
Appendix A) to run a complete pilot operation. We recomuend therefore
that a Minicard Pilot Operation Staff of the 0AD/CR composed of a Chief
and personnel from the Machine and Document Divisions and the CIA Library
be orgenized. immediately to develop policies and procedures for, and to
direct the pilot Minicard operation system. This system should include
the complete document processing cycle of Treceipt, analysis, input s Tee-
trievel and preparation of final products for the research analyst. The
pilot operation should be started as soon as Ppossible.

(Our recommended terms of reference for the proposed Minicard Pilot
Operation Staff are contained in Appendix B.)

c. This group believes that OCR should have a high level planning and manage-
ment staff to investigate new ideas of document receipt, dissemination,
indexing and retrieval; to keep abreast of new developments in this
field; and to study continually the OCR system in order to recommend
changes to impiove its efficiency and service to user offices. If the
proposed Minicard Pilot Operation Staff were to be included as part of
an OCR Management and Planning Staff, it is recommended that personnel
assigned to the Minicard Pilot Operation be permitted to concentrate
exclusively on that project.

SwECeRewEnT
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* Scope of Report

This .
Prese;ip:gi:nc?MPafes the ) In:sellofax and Minicard Systems; describes the
operationas JE.'01:‘ debugging tl:ua Minicard machinery and for developing
the Intellofg ogedures Tffrh:f.ch ¥ill make pogsible an orderly transition from
Minicard 5 stx © the Minicard System; recommends ways of developing the
commente mgdeel"g az a mt?re useful reference aid; and discusses the specific
We have ason dy‘th? I.lbra;r“y 09nsultants regarding the Minicard Project.
whet categori:s 1f 1s not within the scope of our assignment to determine
in the do’cument of documents should be indexed, what specific information
should b asen i sgle?ted shoulsl be coded and what classification system(s)
that C:Ont'inued z est support_:.ntelligence research. However, we feel
"intellectua,l ls ud?,r al;z‘d"expex‘“unentation is necessary to increase the
electronte ngl.. of indexing, to make use of Minicard's advanced photo-
a1l zemmre i%}_)i’t.)llltles and Iflus‘t- be considered by OCR as part of its over=-
devels }i?n 18 dl ity of improving its service to users. The importance of
ong reﬁrigvalequate codes and properly assigning such codes for indexing
o aae u;a,t a gurposes must be recognized. If inadequate codes are used
o quate co.es areinot properly applied, Minicard or any other system

n only fail in meeting the needs for which it was designed.

Part - Sanitized Copy Approved for Release 2011/10/24 : CIA-RDP82T00271R000100120006-4 |




S -

;3 Part 17,
A,
1.
2.
3.
L,

vl Declassified in Part - Sanitized Copy Approved for Release 2011/10/24 : CIA-RDP82T00271R000100120006-4
.t

a S W S Ee 8k - -, - [~ AR el Y AT R STV
I 4 0

Declassified in Part - Sanitized Copy Approved for Release 2011/10/24 : CIA-RDP82T00271R000100120006-4

K] b y
S B (B T

TTR/12.6

Com risogwof witellofay apd Minicard Systems.

7

Brier Description of Tyn Sysiamg.,

4ttached as Appendix C are suplified flow charts showing the significant
1nput and retrieval steps for the two systems.

The Intellofax System provides bibliographic references on punched cards
by specified subject and/or ares *o information reports filed primarily
OP microfilm in aperture cards. Desired reports may be viewed on micro-
film in the CIA Library or paper prints of individual reports may be
obtained., Printeqd bibliographic references to the information reports
are also filed by source Tor cross reference and research purposes. A
paper "Intellofax” tape listing bibliographic references to information
reports printed from selected IBM cards and pertinent to specific subject
and/or area requests is available under this system. The information
reports when received are analyzed and ceded in accordance with the
Intelligence Subject Code {E§§} which is also used +to code requests for
retrieval of reporits {or references) which have been processed. Oply
the mechanical aspects of the coding are considered within the scope

of this report; the "intellectual level" of the classification process
as relates to input and retrieval is being considered by other task
groups .

The Minicard System utilizes a microphotographic medium in the form of
& piece of film, 16 mm x 32 mn, called the Minicard. Alphabetic-numeric
information and photographic images can be carried on the Minicard and
the composite product produced in sufficient copies to permit deposit of
a complete record at each significant code location. Under the system
images of the actual documents are available at the same time the coded
references to such documents have been selected out of file in response
to requests specifying subject(s), and/or area(s), and/or other coded
or previously entered clear text information. It is also blanned in the
Minicard System to incorporate the aperture card file and & substitute
for the source card file. These twc files are discussed in Part II C
and II D of this report beginning on page 12.

The Minicard System when daveloped should offer many advantages over
Intellofax. Some of these are:

as A more sophisticated searching technique. Many subjects, areas,
action codes, names of persons, organizations, ete., as well asg
document images can be recorded in one Minicard group which will
remain together in the file and permit multifaceted search Pro=-
cedures, inder Intellofax not only is the amount of information
which can be coded into the cards greatly limited as compared to
Minicard but scarching for specific relationships between the various
separate subject and area files by IBM collator would be an endless
time-consuming task. Wlth all the information contained in one
Mini.card (or two or moere filed tagether) the desired relationships
can be searched for and if indicated can be selected out immediately.

S=E~C-Row T
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Q) b, Subsidlary Tiles can be o
required depending on the 1
This supgests thar as a2 hi
a docunent retrievel sy
be developed. Those T
the Minicard Filot OQpe
Registers.

i for specifiic purposes as may be
¢ and amount of information "inputed.”
product of the Central Minicard System,
sm for the Registers (IR, BER and GR) might
Lhle “l-product chould be considered by

~ in collaboration with the

Co Processzing time for input 2nd retrieval should be shortened and
aperture and source cards would be in file for service and reference
Purposes in less time than uvnder Intellofax.

do  The small size of the Minicard will reduce the volume of files +to
8 great extent. One file hlock of 200,000 Minicards which is the
equivalert of apprroximately 100,000 punched cards and their related
documents will taks up approximately l—é— cubic feet of space. Space
consideration would no longer bz paramount in determining when
o retire subject and area files.

€. With Air Force, AFCIN, 1B, using the same equipment and classification
system, Minicards can be inter.changed which will save the duplicate
Processing of each others Yeports,

5. Minicard has the same disadvantage as most other mechanical retrieval :
systems in that it is a blind systen; the Minicards can be handled and I

‘ selected out of file only by mechanical means. In addition the small g

» ) size of the "cards" on photographic film will require rigid standards

of practice to assursoptimum quality of reproduction and control at all

stages in the system in order to maintain aceuracy of the Tinal products.

6. The Minicard equipmant 1s Just now emnerging from the development stage,
and as vith newly developed complex machines, there will be much "de-
bugging" required and many necessary modifications to adapt the set of
machines to a document "input® and "retrieval® system suitable for
serving OCR's requirements. What all thase modifications will be can »
only be determined by experimentation in a complete system pilot operation (=
run separate from the Intellofax System. It is possible that the pilot
operation will reveal deficiensisg in the equipnent or in the elapsed
time required to process indsvidual requests for retrieval service CO-
incidentally with processing a large velume of documents into the system;
i1t also will reveal the appropriate end products which will serve the
user offices and ocutiside agercies hest. The Minicard equipment has the
photo-electronic potential to out-perform the IBM equipment in the
Intellofax ¥ m and incidertaly it should resolve the Pressing space
problem. The Coment has already bheen purchased; some has been re-
peration and the Ywlance is due for delivery within
two or three months, So OCR should lmmediately start a complete pilot
operation to deterivine exacily what people, machines, Space, training,
time, classification system, methods and procedures will be Irequired to
subsfitutc the Minicard System  the present Intellofax. The exper-
ience gaired with Iwutellof duvring the past 10 years and the relatively
stable and mature organization which OCR now services should meke it
“C) possible to evolve a highly elliciznt reference system using the Mini-
ﬁw“” card equipment for raw ivforucbtion reports as well as for other categories
of documents.

l-‘ Declassified in Part - Sanitized Copy Approved for Releasé 2011/10/24 : CIA-RDP82T00271R000100120006-4
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h\) Part 1T,

Bﬂ 1
Comparison of Personnel, Machine and Space Requirements.

ll

Personnel ang Machine Costs.

The table below on rage 10 is a comparison of the estimated costs for
T«he Intellofax and Minicard Systems, excluding supervision and admin-
istrative expense angd the cost for operations which are considered the
Same under either system. The identical operations are:

a&. Receipt, screen, batch and disseminate.

B. Analysis and code.
C. Maintain source files.
d. Receive and code requests for machine searches.

The estimates indicate that the Minicard System would save over $75,000
in personnel costs ber year while machine costs would increase by some
$4,000. However, it should be noted that in arriving at the estimates
for the Minicard System the following assumptions were made:

a. That under the Minicard System, it is not necessary to operate a
‘ dval system. Actually it will be necessary to maintain request
1 S service and files for the Intellofax System for at least five years
after the change over to Minicard which will increase the costs
for a five year period. In addition > the costs of the change over
for employee training, job reclassification, procedures' develop=-
ment, experimentation, organizational changes and normal passive
resistance to change has not been reflected in these estimates.

b. That the volume of documents and retrieval requests processed under
Minicard will be the same as during 1957 for Intellofax.

c. That Air Force and CIA have developed a joint program for ex-

changing Minicards to save the duplicate processing of each others
reports.

d. That the cost of machines is distributed over a 10 year period. It
should be noted that the annual machine cost of $20,000 for Preparing
Intellofax tapes is for the machines which will shortly be replaced
by card list cameras. Substituting these cameras will reduce the
Intellofax machine costs by an estimated $18,000 per year.

e. That there is no substantial difference in the cost of materials for
processing the documents between Intellofax and Minicard.

S5~E-C-R-BE-T
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This group feels that thege estimates of
are mere "guesstimates"
by a pilot operation whe
realistically. Our gues
evolved should require f
Of documents ang retriev

the cost for Minicard System

and that proper estimates can only be developed
n detailed steps and procedures can be determined
S at this stage is that the Minicard System when
ewer personnel to process the present volume

. al requests, but that machine costs will be
higher. we also know that the change over and a five Year dual system

Operation is going to increase costs considerably over those for a

continued operation under Intellofax. However, the possibilities of
1_)etter service by OCR to itg customers must be weighed against these
lncreased costs when both have been realistically determined by the
Proposed Minicard Pilot Operation Staff. And as stated throughout this
report, we believe the pilot operation to test the Minicard equipnment

in a complete system for document input and retrieval should be started
immediately so that broper estimates can be developed at an early date

on which to base the decision of whether to change over from Intellofax
to Minicard, or continue with Intellofax.

Detailed listin

gs of the personnel and equipment requirements are shown
in Appendix D, L

9
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L. Docrtg, Recd.,
Screeneq,

Batcheq &

Copies Dissem.

2. Copy Analyzed
3. Multilith Mats

Typed & Repro-
duced

b Docits, Micro-
filmeqd

5. Aperture Card
Prepared

6. Cards Made &
Filed by Subj.

o\ & Area

Retrieval
T. Code Request

Requests

Minicards

10.
File (Service
Requests)

Maintain Source
File

1l.

Machine Madintenance

Intellofax

Minicard

Personnel

Equip. Total

Machines

Total

8. Control & Machine

9. Prepare Intello-
fax Tape or Print

Maintain Aperture

12. Maintenance of
Equipment

%(200,110)

*(153,800)
69,135

25,270
26,160

32,301

*(11,000)

31,307

5,440

25,590

*(10,500)

16,320

o *(200,110)

- *(1539800)

1,815 70,950

936 26,206

5:92h 32,08&

13,34k 45,645

- *(11,000)

9,332 40,639

20,000 25,440

2,47k 28,064
- *(10,500)

751 17,071

Personnel

*(200,110) -

*(153,800) -

18,860 8,708

73,259 |17,630

*(11,000) -

27,400 |1k4,828

3,670 | 2,082

11,010 3,560
*(10,500) -

19,400 11,000

*(200,110)

*(153,800)

27,568

90,889

*(11,000)

k2,228

2,752

14,570

*(10,500)

30,400

FOTAL (Bxcl. 1, 2,

231,523

54,576 286,099

153,599 157,808

! Declassifie

7 & 11)

211,407

# Amounts taken from Report prepared by Management Staff Ffor Library Consultants.

S-E-C~R~E-T

HQDAssume same operation under each system - omitted from totals.
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Compa;u:__g.on ¢f_Space Requirements.

The space needed for the files under Minicard as compared to the
Prf?sent Intellofax System will be greatly reduced and the space re-~-
qul?ed._ for typing multilith mats and their reproduction will be
entirely eliminate o The following estimates show that some 3,500
square feet of space less will be needed by Minicard than for

Intellofax, assuming that Intellofax has been completely phased out
of all Operations:

8 Opsration Involved ?Ezgilg;g_;iremensbﬁgicgé
L. Receipt, Screen, Batch, Disseminate (same) (same)
2. Analyze and Code (same) (same)
3+ Type and Reproduce Mat 1,105 -
4. Camera Room 400 43k
5. Mount Film in Aperture Cards 150 150
6._Code Requests by Library (same) (same)
7. Machine Control Section 880 110
8. IBM Key Punch Section 450 300
9. IBM Tab Section 550 320

10. Make Intellofax Tapes or Print Minicards 648 373

11, Process Film (all phases) 53h )

12. Maintain Aperture Card File 700 600

13. Subject and Area Fiies 455 20

14, Maintain Source Card Files (same) (same)

TOTAL | 5,872 2,309

This group believes that a Minicard System operation should result in a
large saving of space over Intellofax, but the probable extent will have
to be estimated as a result of the pilot system operation which has been

recommended.

S=E~CeR=EeT
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C. Discussion of "Source" Files,

lﬂ

T?e bresent source file maintained under Iatellofax in the Library con-
Sists of 3 x 5 cards, each representing a single document and containing
Specific bibliographic information which includes control number, source,
post, report humber, date, classification, title, pagination and enclosure
?atao Arrangements are by source; post and report number, or, when this
is not applicable, by some other logical scheme. The file is used more
than 800 times a week for the following purposes; (a) to check for

recelpt of a specific document, (b) to obtain control numbers, (e) to
verify bibliographic information, (d) to reco

gcord data on security re-
cla831f1cation, (e) t0 meke searches of reports from a single post. The

CIA ILibrary estimates that the file is referred to 40% of the time to

determine control numbers; 50% to obtain enclosure information and 10%
for other purposes.

2. It would seem that a cross reference index made from the punched cards
used for input brocessing together with the aperture card file would
answer over 90% of the inquiries made on the present "source" file.
Iess than lO% of the inquiries consist of browsing through the source
file to identify reports for which specific references are not known.

3. Some of the possibilities for a "source" file in the Minicard System are
1 as follows:
B

&, The first is to make the production of source cards an automatic
Process and provide them as a product of the Minicard System. A
photograph of the upper third of each document would be reproduced
on a 3 x 5 card of heavy paper stock suitable for filing. It would
contain all of the information now typed on a source card except
for pagination and enclosure information. Some scheme for adding
this data would have to be devised; and provision would be made for
handling studies or other materials whose format does not conform
to the serial intelligence report. There are certain advantages to
this scheme: it would be essentially an automatic Ooperation, it
would be rapid, with cards available for filing within three days
(as compared to seven work days under the Intellofax System) after
initial receipt of the document; and the cards produced would con-
form in size and information with those in the present file. (An
image Minicard could be inserted into the source card as an added
step which would make the whole document immediately available for
viewing or for obtaining a copy.)

b. A second suggestion would be to maintain a hard copy file of the first
pages of each document received, annotated to supply information on
enclosures or other data and arranged by source, post and report
number. This would constitute a file of the same information now
available on each source card; it would be sorted, filed and used

S=E=C=R~E~T
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in the same manner as the present file. However, the first pages
would vary in size s> @ new set of cabinets for filing would be re-
quired and a completely new file would result. Additional first
bages or additional copies of all incoming documents would have to
be obtained, or coples of the first page would have to be repro-
duced by OCR for this burpose. The obvious advantage would be the
imediate availability of the "source" information in file upon
receipt of the document.

Coe A third Possibility is a file of Aperture cards containing image
Minicards of the documents organized by locator and document report
numbers printed out (interpreted) at the top of each card. This
system would require more detailed coding of source locator data
by analysts than is bresently being done. With this type of file
to determine information not printed on the card, such as the title
of the document, the number of enclosures » or the classification,
it would be necessary to remove the card from file and read the image
on a Minicard viewer making the whole process of using the file a
slow one. Filing of the cards would be uncomplicated, but needed
brocessing time in the Machine Division would delay their receipt by
the Library.

%

d. A fourth possibility would be to furnish interpreted IBM cards 25X1 Rare
showing the control number, source and report date for the "regular" 1]
information reports and continue one of the above "source" Ffiles "

|
J
|
[

) for the "non regular" or that category of reports which require a
- source file. These "non regular" reports would includeb
\ | Finished Intelligence Studies and similar
material now intellofaxed which are difficult to identify without 25X1

a source file. It would of course be necessary to identify these
items at the "input" stage and separately process them through the
system so they would not be intermixed with the "regular" items.

€. The last possibility and least costly for "input" would be to provide
for a "block file" of 3N Minicards filed by source., This file could
be used to furnish either prints or Minicard copy (strip film or cut)
of desired segments of the file. This however would be a completely
blind file and could be used only after machine selection of speci-
fied segments and either reproduction of film or paper prints.

4, The group feels that a combination of (a) and (d) above would be the most

efficient, but that final determination should be made as a result of
experimentation and experience gained in the Minicard Pilot Operation.
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DiEEBSiign of "Aperture Card” File.
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U{lder Intellofax the images of reports are contained in aperture cards
filed by document control number. This file located in the CIA Library
is used for reproducing copies of specified documents requested by CIA
Or outside offices or for viewing by individuals for reference purposes.
!_\n estimated 6,000 copies are reproduced from this file each month. It
15 also estimated that about 1/3 of these requests result from the
Intellofax tape service. Inasmuch as images of the documents are avail-~
able in the Minicard System when the selection operation has been com-
pleted, it can be assumed that the requests Ffor copies of specific
documents under Minicard will be reduced by at least 1/3.

If duplicate Minicards are filed in report number order in a block file,
Tequests for copies of specific documents would have to be grouped in
order to process them efficiently; an urgent request for a copy of

one document would require mechanical selection; duplication and Pro=-
cessing on the same equipment being used for the regular "inpu'b" and
"retrieval” service. In addition, individual document images Would not
be immediately available for viewing as is now possible with the
Intellofax aperture card file.

Because the Intellofax manual file of aperture cards has proved to be
very efficient in servicing requests for copies of specific documents
which have been included therein, this group believes that the Minicard
System must provide the same type of service and has included such a
file in the current plan.

It is possible that equipment could be developed which would efficiently
furnish copies of specifically desired documents and make obsolete the
manually operated aperture card file. However » that will have to be
determined by the Minicard Pilot Operation Staff when such equipment

is available.
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B. Discussion of Product Available to the User.

lo The Intellofax System Provides the following products to the end user
for the documents processed in the System. (See Appendix C 3.)

Qo Bibliogra.phic data for each document indexed is printed on its

index (IBM) cards which are in the various subject and area files.
Cards are selected out of these flles in response to a request for
references to reports which contain certain specified information.
The bibliographic data for the selected group of cards is reproduced
on an Intellofax "tape" which is given to the requester. In lieu of
a tape, the requester may review the selected group of cards to
determine the specific documents he needs. The desired documents may
be obtained on microfilm or in hard copy as outlined in (c) below.

b. A duplicate "unpunched" index card showing the printed bibliographic
data for each document is cut down to 3" x 5" size and put into the
Source File. This file arranged by source, or post number, etc. can
be reviewed manually to identify reports or to obtain cross-reference P
enclosure, security and other of the bibliographic data.

C. Documents are microfilmed and the images are mounted in an aperture

card. These cards are filed in document number order. The document
IP D image of a specified‘document may be viewed in the aperture card on

a Microfilm viewer or a photostat copy of it can be obtained. If the

document has not been processed into an aperture card because of odd

size, bulk or poor copy, it may be viewed on 35mm f£ilm or access given

to hard copy. If the image is on 35mm film, a copy can be furnished.

If only the hard copy is a.vailable,’ it may be borrowed.

Y
2. The Minicard System is presently planned to provide the following products
for those documents which have been selected for processing: (See

Appendix C 3.)

a. A "stick" of duplicate image 3N - Minicards is available by selection
for those documents indexed into the system which contain information
pertinent to an individual requirement for specified subject and area
or subjects and areas as well as other "coded" information such as
clear fext entries. This "stick" of Minicards may be viewed by the
requester in the Analysis Viewer and he may indicate the documents
or individual pages for which copies are desired. The "stick" of
Minicards is then processed by the enlarger-print machine and photo-
stat copies of the desired documents' are reproduced and handed to the
requester. In lieu of the "stick" of duplicate image Minicards , the
requester may receive microfilm copies on strips or on actifilm for
viewing on a "reader" or a "reader-printer" machine, or he may re-
celve prints of first pages or of the complete document. If the
document has not been photographed on the Minicard because of odd size,
bulk or poor copy, it may be viewed on 35mm film or access given to
hard copy. If the image is on 35mm film it may be viewed or a photo-

/) stat copy obtained. If only the hard copy is available » 1t may be

pr- borrowed.
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bo Ol 3
én EOIJJ-.rce File, in place of the bibliographic 3 x 5 cards under the
ellofax System, containing copies of the first pages (or the top

g

c. a:‘;llAperture Card File containing the image Minicard(s) will be avail-
e in a manual file under the Minicard System and be used in the
Same manner as in Intellofax.

3. fgr:azgr;ed ]E)roduc_:ts are available to the user under the Minicard System

tisfy his unlq_ue.needs and when considered with the higher selective

capability of the Minicard selector ; the relatively fewer end items which
must be reviewed by the user should save valuable research time.

pn
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Fert Iir, Present Plan for the Minicard System.

sup lghi current plan for installing the Minicard System which will eventually
thepe 0% the Intellofax System consists of (1) a complete mechanical test of all
de Quipment, (2) the establishment of a pilot Minicard operation and the
‘evelomment of standard operating procedures, and (3) the phasing out of the
Intellofax System into the Minicard operation.

A. Mechanical Test of Equipment.

1. When all the Minicard equipment has been delivered, installed and
operating (see Appendix E for an itemized listing of egquipment delivered
and on order), a three month's test using all the "hardware" will be
made to ensure that all information (and more) in the Intellofax System
for a selected group of reports is efficiently retrievable and can be
made available to users in a suitable form.

2. In order to have a large enough group of "Minicards" for this purpose,
the Machine Division since August 1957 (when the Minicard Camera began
operating) has been photographing codes and the related documents for
about 60-70% of the CIA information reports being processed into the
Intellofax System. The test at the present time is limited to pro-
cessing master Minicards into the "block" file because the equipment
for further processing has not yet been delivered. There were an

E} '€> estimated 13,000 master Minicards in file as of 1 April 1958. Approxi-
mately 100 master cards are being added each working day. The codes on
these cards were mechanically converted from IBM cards in the Intello-
fax System so it will be possible to make detailed comparisons between
the two systems for the group of reports involved. It is interesting
to note that the mechanical conversion from IBM cards to Flexowriter
tape was made possible by the new Flexowriter IBM 024 Key Punch
Combination which was specifically developed and built for the Machine
Division. This machine makes it possible to process the code "input”
into the Minicard System in a more orderly and efficient menner than
was originally planned for a Minicard operation. Instead of using
short lengths of Flexowriter tape for each individual document and
splicing them together in the same order as the batch of documents to
be photographed, IBM cards are punched, verified and sorted into the
desired order and the codes are converted to a continucus tape for a
specified group. This permits group processing and practically
eliminates all coding transcription errors.

B. Pilot Minicard Operation.

1. Coincidentally with the mechanical test of the’yuipment, a Pilot Mini-
card Operation (see Appendix A; Minicard Project Outline, on pageG)
is planned to run separate from and in addition to the Intellofax
operation using a selected portion of the daily receipts of information
reports. It is suggested that the 00-B series of reports (about 75 per
day) be selected for processing for the pilot operation. The operation
’7 will be used as a means of developing policies and procedures for
g}f?f analysis, input, processing and retr%eval. It §hou1d be under the
direction of the proposed Minicard Pilot Operation staff of the OAD/CR
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Ergﬁ?i:dnﬂf 2 f'.'l.l,.l+ time Chief and persormel from the Document and

fhe Aﬂ{gf‘-fﬂgl’ong She CIA Library snd, if required, the OCR Registers.
duti ;b s'r“ fgg kﬁ}' persopnel of this staff should be relieved of other
oF 'fl'l:le J:.‘l ¥ mjv d.evot»lr-: uwll time to the development and direction
DiViﬁio]ri C;l”b Sysuem. This staff should keep the AD/CR and the CR
theyhare b .}.e_.s completely up~-to-date on all plans and procedures as
by ctéé e';ﬁg developed, so that complete OCR coordination will be
be ;qq,'*'gged '_‘: Eﬁiﬁgi§~l Jjegesiiry %o operate the pilot system should

TR SR C - €CT by the operati isi it
time op pert Lime bas:i‘.;z - quuire,df, rating divisions either on a full

Alt':h«?u.gh the Minicard duplicator, selector, sorter and enlarger-print pro-
;iiz;rsiaﬁ_not beer del?‘_veredy the "input" phase for this rilot oper-
cr'n t;'n 10 .,? be“started immediately so that a file of Minicards can be

rea ed wl:nuh.m.ll be large enmigh for proper testing purposes. This
W‘.LJ_.lnr-ecpn.re the establishment of +the Minicard Operation Staff, the
writing of specific terms of reference, the desiepation of a Cflief and
the assigmment of required perscrmel. o |

il

'Ime.iz.l;pu.t; for the pilot cperation will contain the following data
additional to that now contained in Intellofax cards:

a. New area ecodes
b. Action codes - new
¢. Fhrase coding
de Clear tex®t entries.

Action codes, phrase coding and clear text entries will provide for the
retrieval of information mors gpacifically and in greater depth than is
now possible under the Intellofax System. Briefly, this will be the Ffirst
step toward the establishment of the more sophisticated system made pos-
sible by the Minicard method. Furthermore, the pilot operation Input
will become a parmanrent part of the file.

As the pilot operation is being conducted, the inherent potential of the
Minicard methcd will become better known. This knowledge will suggest
a greater usefulness of the equipment. It will become apparent that
the greater flexibility in machine language input of the Minicard will
permit the comsideration of new methods of indexing and retrieval of
information. U% is assumed that problems of information retrieval
posed by reseax 5 and the OCR specialized registers will be sub~
mitted to the Minicard Operation Staff. This staff will study the
proklem in the ligh% of ftheir newly acquired knowledge of Minicard
potential and will rscommend project studies or changes in input data
to solve such problems. This work will start as soon as sufficient
knowledge of the Minicard potential has been gained and will be con-
ducted ~oncurreuvily with the pilot opsration.

S~E-CR~E~T
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5. Duri ; i
devig_lrej :ge bilot operation specific operating practices will be
=LOP and standard operating procedures will be written. These

Procedures will h : i | DL i
‘trieval aopects. ave o cover the entire input, operating and re-

Co. Phase Out of Intellofax Systenm,

A -+ s eds i
a;p f‘z’éﬁeﬁgt:t?ove% ghc—. initial input into the pilot operation will consist of
tlon hae beez{ Za~bm OO;-B Information Reports a day. As soon as this opera~
Pinally detomm e:dugged a:nd maj;.nfsenance and operating procedures have besn
operati ng -di ; 1;& the erftire Minicard operation will be turned over to the
L e diwva.i.ons and the Intellofax operation for this group of reports
Sther c-:'atel on a.nued:, From 1.:;hi.s point on, other types of CIA reports and
System Sgo:m.is of information reports will be introduced into the Minicard
ﬁll 'b(; disimulfz?,neous.ly, the related Intellofax operations for such categories
T oront Iy i;zn "inued and the peysonnel now typing, photographing and inserting
card or s o aperi:,?rg cards will become available for reassignment to Mini-
: er ?perai-a.ons., The speed with which this phasing out can be
cc€>m;§>lished will depend on how fast prersomnel can be trained by the operating
divisions in Minicard operations and procedures.

SeEwCeRwE~T
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Development of Full Potential of Minicard.

ﬁhﬁ;"zgous sgc%::"i.<3.§ ent.:'i.v::lerl ’: Piloh Minicard Operation” discusses certain
*d and relabively immediste steps which can be taken to make more
effective the retrieval of informstion from the Minicard storage system than
lel a;l;if ?gss-;b.le from the Intellofax. However, these represent no fundamental
Mla.t:' - Dresent c?ding operata:ons .aﬁl.thoug,h they will provide for simple cor=
S oLatlons between fixed classification and/or action codes. Descriptor terms
in Pl:?,in language will support the formal coding. Whereas the final oubcome
of this study will in all probability snhance the pertinency and the amount
of material retrieved in response 10 a specific search requirement, it can
3t.besi.; ma.kg. usg of only a small fraction of the ratrieval potentialities
oullt into the logical and discriminatory electronic circuits of the Mini-
card selector. Also i can obviate only %o a small degree a basic limitation
0%‘.’ any system, mechanical or otherwise, that employs conventiocnal classi-
fication practices s namely: that because the processing of information into
such a system involves a predetermination of the concepts within the infor-
mation by whiech the uger will gubsequently wish to retrieve, any recall of
the information is gtrictly limited by the decisicns as to the indexing
entries which are made at +the time of processing.

In recognition of this hasic fact, the Agency some years age sponsored exter-
nal research and performed supplementary research internally which went far
to develop certain expanded coencepts of indexing and classification for use
with elegctronic data~searching machives of the nature of the Minicard selec~
tor. This research gave insight into the intriguing possibilities of estab-
lishing and monitoring by machine searching obscure correlations of bits of
informaticn, the relatico of which was not apparent, in fact, often not per-
ceivable at the time information was processed into the system. It showed -
also the practicality of increasing the capacity of an information storage
system to provide essentially unlimited correlations betwesn personalities,
institutes, specific subject areas and prescribed action concepts.

Since this research was completed there has beer no machine available to the
Agency with the logical discriminating electronic circuits bo permit a
quantitative assessment of the exact degree of improvement that would result
or the operational changes that would be involved in the application of
these expanded indexing concepts to intelligence documents or other types
of information.

It is believed highly important; that a part of the contemplated pilot plant
develomment operation be designed to make such an evaluation in line with the
conclusions reached by other task groups and under the direchtion of an OCR
Planning and Managemen®t: Staff. Specifically it is proposed that:

A further limited research effeort be undertaken at once on a limited and
homogeneous seguent of intelligence documents that will apply to these
expanded and radically different concepts of classifying, coding and
indexing, often referred te as multi-dimensional coding. Such an
experiment would provide the factual data that must be at hand before
policy decisiong can possibly be made as te the feasibility and desira-
bility of adoption.

=
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b. The efforts should be directed in part to ths intellectual problem cone
cerned with the SEHEREETE=And generic relationships in the language of
t{le“t-es*:, set of documents., It should also determine the degree of speci~
ficity which needs to pertain in the processing of the information for
rfLac;hine. searching. It would measure the improvement that would result
in the pertinency in the information recovered in response to detailed
Search requirements and clearly define the operations involved in Pro=~
cessing and retrieving.,

Whereas thig recommernded limited phase of the work need not extend the

SPeC:“lfic coding methodology developed in the prior research and since then
Consl.derab]_y expanded by certain private interests, it is virtually certain
that the desired factual material can be obtained most readily by doing so.

It is visualized that +hie development work would be done rartly under ex-
ternal contract and rartly through close cooperation between task forces
Within using offices of the Agency and the Minicard System opesrational
personnel.

Supplementaxry development projects which would add to +the information provided
by this proposed project should also be underteken. Thers could be made
available to the Agency material which has been coded by these expanded
indexing concepts in two areas: (1) purely scientific » comprising coded
abstrag:ts for the weorld metallurgical literature For the past year or so;
and (2) material of a news nature which was prepared for the purpose of
supporting research in the production of what might be termad irdustrial
intelligence. Should evaluation of material retrieved by the Minicard
selector from both types of encoded material undsr s planned program of
search requirements be undertaken relatively soon, the results could be ex-
pected to influence the direction of the principal project first discussed.

It has already heen stated that the Minicard System is capable of providing
essentially unlimited correlations by personalities, institutes, specific
subject areas and prescribed action concepts. Hence » the impact of such a
possibility on the operations of the Biographic and Industrial Registers

as now practiced is extremely important in ary complete evaluation of the
Minicard System. I% seems to us, therefore, tha’ concurrently with the
experiments already proposed similar limited experiments selected from
segments of material handled by both Registers should be undertaken.

SwE~CeReBE~T
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L. Consults

'8 Report XT by
"Present planring for Minicard ciffers no soluticn te
I.:he bresent low intellectusl level of Intsllofax, It
18 ildentizcal also in the large number of false sorts
that will result; and will tie the analyst to a reading
machine 45 get even the titles of the documsnts ine
cluded ir the batch sent €0 him. This will cos* more
°f *the a2palyst's time."

We believe the "intellectual level™ of any irderxirg-retrieval system whether
1t be manuai s Intellofax, Minicard cr any other, is determined by document
selection, the classification code and 1+s application, rather than by the
equipment used, Ag stated in the beginning of this report on page 5, we
believe it highly essential to determine wha', categories of documents should
be indexsd, what specific information in the documents selected should be
coded and wha* clag gification system(s) should he uged to test support
intelligeuce research, Hewever, these matters which dstermine the "intel-
lectual level®™ of a system are considered outside the scope of this report.
Given the sams input as Intellofax, we believe Miricard will give more
selective search results and greater cholce of form of end product with less
elapsed time. Minicard will not “tie the analyst tn reading machine to

: ) get even titles of +he documents" iFf he does not su desires he should re-

R ceive fewer documents or images to view which ape not pertinsnt +o his search
due to the greater selectivity of the Minicard aquipment.,

2. Consultant's Report XXX 58:

"Mini card appears te offer some definite advantages over
Intellofax in terms of the storage and reproduction of
materials but it is currently being censidered on the
same intellectual level asz Intellofax. The system has
not heen stidied fully and it is not bossible to predict
that it will make any great improvement in the program
efficiency of the Agsncy in ths whole information ree
trisval cycle."

The first part of “his comment relative +o “the intellectual level” was dis-
cussed in paragraph {1) abevs. Regarding the balance of +the comment, we
believe that the Minicard System has not only "the advantage over Intellofax
in terms of the s"urage and reproduction of materials", but has the potential
of increaging +the <fficiency of the retrieval of information conta‘u‘ined in the
reports and documents processed into the system. A realistic estinate of the
increased efficiency will bhave tn await the results of the pilot operation.
We believe that the Minicard System when evolved will result in a great
improvemsnt in the retrieval of informaticn over the present Intellofax
System. {Ses Part IT beginning on page G.)

O
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~ 3 Consultant ‘s Report page 140-141:

(a) "Development of the Minicard machine is sbill in
process and no ogoe @s yet has a complete set of the
machines. It should e noted » however, that there has
been no study of the Minicard System in terms of man-
power required, the number of machines required, the
amount of retrieval that can be handled per installation,
the intellectual level that can be achieved through the

Minicard System, or any of the other basic date that
should be obtained." /

A}though a complete set of machines has not yet been delivered, we agree

with the Consultant's that a complete systems study should be made.
Accordingly we have recommended that a Minicard Operation Staff be established
to evolve a complete system pilot operation and determine the requirements,
capabilities and potential of the Minicard System. We do not believe such

a study is possible otherwise. OCR has been remiss in not having established
this 6s;;aff as proposed in the Minicard Project Outline. (See Appendix A,

Pa‘ge e -

(b) "As it stands, under the best of conditions, it will
be a year and a half after the camera is delivered
before anybody has any idea whether this system will
give the Agency anything that it does not now have or
. ‘\ could not have better by means of other types of biblio-
‘ ~ graphic tools."

The group is concerned with Minicard as compared to Intellofax and has not
studied "other types of bibliographic tools". As stated throughout our re-
port, we believe that Minicard will have advantages over Intellofax.

(c) "The Assistant Director/OCR was asked on 9 May 1957
whether there was a staff paper or a Fformal report
evaluating the gains anticipated from the Minicard
System. He said that there had been no such report
but there had been a good deal of staff thinking abous
it. He referred the Consultant's to the head of the
Machine Division for information about the anticipated
operation of the system.”

"The confersnce with the Head of the Machine Division

on 9 May indicated that no working paper had been pre-
pared and that the only thing that had been put down on
paper on this proposal was a preliminary staff study to
get funds for the program, but that was, in his judgment,
to general to justify study.”

The above comments and those which followed on pages 1)+l,,2 of their report
were made to illustrate the Constultants' opinion that OCR failed "to follow
through cn planning of projects.” This group being only concerned with the

-
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g%;llf;a;r;‘d H‘:J‘J‘ has shated apove that OCR was tardy in establishing a
mote tﬁa fo.L.J.aw“tlmougl? with the Minicard project. However, it should be
sul'ta.’ t.° t the breliminary staff study"”, mentioned above by the Con-
oy n%’s, provided on page 6 (see Appendix A} fer a task group

o ol.nerate a full line of Minicard equipment paralleled to but separate
from its Intellofax program.” It was further provided that “"since a
Parallel set of equipment will be available in Air Force, the two agencies
Will establish a joink program for Minicard processing of their respective
document production during the test period.”

L. Consultant's Report page 1bL2:

"It is quite Dpossible that with proper planning, the
Minicard System can be used for part of the storage
and retrieval job. In the present state of the art 3
it does not appear “hat the Minicard System will solve
any of the urgent problems of speed and quality of
service outlined above. A great deal of high-level
study and planning needs to be undertaken to determine
the areas in which this tool can be used elffectively,
rather than plunging into it as a solution for
intellectual problems which have not teen approached
at all in the preparation for the installation of
Minicard."

We believe that not only can Minicard he used to advantage for part of the
storage and retrieval job » but that it will also solve many of "the urgent
problems of speed and quality of service." We agree that a lot of plamning,
coordinating, testing and experimentation needs to be undertaken "to
determine the areas in which this tool can be used effectively."

-
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25 April 1955

MEMORANDUM FOR Project Review Committee
THROUGH ¢ Deputy Director/Intelligence

SUBJECT ¢ MINICARD Project

under‘l‘ranimitfedfherewith is a "Project Outline" which recommends the purchase
>t contract of MINICARD equipment from the Eastman Kodak Compan:
estimated cost not to exceed $330,000. peny &t an

/s/
James M. Andrews
Assistant Director

Y|

nb D Collection & Dissemination
CONCURRENCE :
Chief, Management Staff Date

ACTION BY APPROVING AUTHORITY:

APPROVED*

Deputy Director/Intelligence

*Funds are available to finance the
proposed project within the DD/I
allocation for the current fiscal
Proposed contracting arrange-

year.
ments have been coordinated with
‘Chief, Procurement
Division. 25X1
L4 CnO~NeFoT~DmE-N-T=I-A-L
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MTR/12-~APPENDIX A-2’

FROJECT OUTLINE

Subject:
Originating Division:

Project Officers:
Type of Project:
Financial Mechanism:

Funds Requested:

Current Status: '

25 April 1955

MINICARD Project 25X1
Machine Division and CIA Library, OCD
Purchase and testing of equipment designed
to improve OCD's present Intellofax system.
25X1

Not to exceed $330,000 in fiscal year 1955.

New.

C-0=N~FwI«D=EaNeTwl~A~L
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l.  OBJECTIVE.

.TO conduct in OCD an early and large-scale test of a family of data handling
SQH}Pment known as MINICARD which is believed capable of substantially improving
IA's Intellofax System as a principal instrument in support of intelligence re-
Search. MINTICARD Promises to contribute improved means for collation of intelli-

gence @ata? greater speed and flexibility in the conduct of document searches and
€conomies in operation, notably spacewise,

2. ORIGIN AND POLICY GUIDANCE: 25X1

-Under CIA Regulation[:::::::::] OCD is assigned the following functions:

2+ Design, develop, and operate such central reference facilities as will
ensure that the content of all available intelligence materials is
immediately accessible to all offices of the Agency in support of
intelligence broduction; and

b. In collaboration with the Management Staff, conduct research into, and
advise Agency components upon, the application of machine techniques
and special devices to problems of information control and bibliographic
research.

3 ?3 SITUATION:
a. Advent of MINICARD

The Eastman Kodak Company has developed an information storage
and retrieval system utilizing the microphotographic medium in the
form of a piece of film, 1émm x 32mm, called the MINICARD. Alphabetic~
numeric information and rhotographic images can be carried on the
MINICARD and the composite product produced in sufficient coples to
permit deposit of a complete record at each significant code location.
The system makes available the advantages of discrete item control,
multiple access, the flexibility of electronic searching techniques
and the permanence and inviolability of film storage. A comprehensive
search-equipment system is now mid-way in development. It includes
various types of apparatus for handling, storing, sorting, and
delivery of MINICARD data to researchers. Selection Ffrom very large
numbers of MINICARDS.is to be facilitated by pre~sorting and storage
of the MINICARDS into as many groups as necessary in order to keep
the searching time to an acceptable minimunm.

CwOm=NaF=ImDeEmNoTwTmAnL,
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b.  Status of the CIA Tntellofax System

The principle features of MINICARD are paralleled by and, to a
considerable extent, derived from present document handling techniques
evolved since 1947 in CTA's Intellofax System. The latter comprises
an Intelligence Subject Code which is immediately applicable to
MINICARD; a full range of IBM equipment for storage and retrieval of
document subject codes on punched cards; facsimile equipment for PrO~
duction of intellofax "tapes" listing document citations for researchers;
Tacilities for storage on and retrieval of documente From film; and,
finally, a Library Reference systenm employing personnel trained in
the utilization of the composite system on CIA and IAC research projects.

MINICARD proposes to combine the storage of subject codes and
document images now handled separately under Intellofax. It eliminates
storage problems now critical in the punched card and hard-copy document
Phases of Intellofax by taking fullest advantage of new developments
in electroniecs and in film production and use. Finally, from these new
developments it expects to achieve urgently needed processing and re-
trieval rates many times faster than +the best of which Intellofax is
capable today.

The urgency of the storage, retrieval, and cost problems facing
Intellofax in the immediate future cannot be overemphasized., Its growth
to present scale has been accomplished by multiplication of IBM equip-
ment rentals, storage cabinets, space units and personnel. Though
declining, researchers' requests for total searches of the seven year
Intellofax product still amount to 60% of the flow. Compliance with
these requests in categories now numbering tens of thousands of cards
is inevitably lengthening search time, multiplying overlap problems
and overloading users with insufficiently refined answers. During
the past two years the possibilities for soluticn by multiplication
have generally disappeared, particularly in the categories of space
and personnel. Until permanent relief can be achieved along lines 25X1
incoxrporated in MINICARD, OCD has no altermative but to gradually
reduce the range, speed, and guality of the Intellofax Service.
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Anticipated results

CIA hopes to see realized from MINICARD:
(1) an 1AC program for comprehensive one-time processing
of incoming intelligence reports.
(2) a common TAC storage and data retrieval system using
& common subject classification scheme, identical
equipment and operating procedures, an inviolate
subject code record and an inviolate document storage
facility.
(3) an improved reference service for IAC researchers built
on tested features of Intellofax but amplified in key
respects, particularly, retrieval for the researcher
of source data according to subject associations, prompt
access (50% - 75% faster via MINICARD compared with 1-16
hours via Intellofax), and essentially simultaneous process-
ing of overlapping requests.
(4)  economies in operations: (a) The dollar value of access
to relevant source materials for analysts is not easily
measured. From the OCD point of view, faster service
would yield benefits of great value to intelligence at
much reduced cost, (b) MINICARD eliminates present-day
space considerations. It would allow a million documents
with all index references to be stored in the space
occupied by a legal size safe file.

Evaluation

See paragraph 5B, Sub-proposals or "tasks".

NA

Congress. NA

Extra-Agency action

There are no CIA facilities for developing and constructing the
type of equipment needed.

Proprietary companies. NA

Special considerations. NA

Liguidation. NA

- Equipment Costs

- Comparison of Space Requirements

CoOQuNmPFwIl~DoE=NeTwIw~A-L
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Item

h Flexowriters

1l Camera

1 Processor

™
“* w1 Chopper
1 Duplicator
1 Filing Sorter
1l Selector
8 Viewers
1 Enlarger

IR Declassified in Part - Saniti

C-OnNwFwI~D=E-NeT~I-A-I

TTR/12-~APPENDIX A-12

MINICARD EQUIPMENT
TO BE PURCHASED FROM
EASTMAN KODAK COMPANY

Function

Electric typewriters which also perforate
a8 paper tape simultaneous with the typing
operation. Document classificaticn codes
determined by the document analyst are
recorded in the paper tape which is similar
to a teletype tape.

Records on film the code carried in the
perforated paper tape together with an
image of the document to which the tape
relates.

Chemically develops, fixes » washes, and
dries Minicard microfilm. '

Cuts reel film into individual Minicards.

Duplicates entire Minicard, and at the
same time automatically transfers
selected code data to a fixed sorting
and selection position on the duplicate
Minicard.

Operating at high speed, arranges cards
and automatically files them in proper
sequence.

Selects as many as 20, six letter or digit
code words in one pass of Minicards through
the machine. -This permits a high degree of
document selectivity at high speeds.

Desk type microfilm viewer which enlarges
the film image to a readable size. It has
a device to identify frames which require
reproduction.

Automatically prints enlarged copies of
Minicard document images.

C-0~N=F=I~D=E~N-T=T~A~IL

Cost

$10,000

16,000

10,000

6,000

53,000

35,000

70,000

16,000

25,000
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Item
—_ Function Cost
Miécellaneou ini
Equi pent 5 Igcludes.Mlnlca?d manual handling devices, $20,000
file cabinets, inspection viewers, etc.
Installation ang systems
10,000 -
3271,000
Administrative
3% 8,130
279,130
Fee 7%
19,540
298,670
*Contingenc
gency  10% 29,330
TOTAL $328,000

C-0=N=F-I-D-E~N~T-I-A-L
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Sugeested Terms of Reference for Minicard Operation Staff

l', Mission

To plan and direct the Pilot Minicard System operation for the develop-
ment of policies ang brocedures required for the establishment of a
Cc?mplete brocessing system using Minicard equipment for the receipt,
dlssemination, recording, indexing and retrieval of intelligence documents
to supplant the present Intellofax System.

2. Functions

a. Determine specific requirements to begin initial phase and subsequent
phases of the Pilot operation.

b. Establish target dates for each phase.

C. Submit monthly progress reports to AD/CR,

d. Arrange for necessary personnel.
P €. Determine general requirements for specific files > extent of indexing,
R and for servicing requesters. These general requirements should be co-

ordinated with user offices and be approved by AD/CR..r

f. Investigate new ideas of document indexing and retrieval which may
utilize the full potential of the Minicard Method.

g. Write standard operating procedures for all Phases of the Minicard
System, including receipt, selection, dissemination, indexing, pro-
cessing, searching and retrieval.

h. Develop specific programs for training OCR bersonnel in the Minicard
System so that the Ihtellofax System can be phased out without inter-
ruption in OCR services.

i. Coordinate operation with Air Force (AFCIN-1B) so as to Prevent any
needless duplication in processing each other's documents,

Js» Determine whether the Minicard System can be adapted for use by the
OCR specialized registers (IR, BR, GR, SR).

S-E~C-R~E~T
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TTR/12-~AFPEIDTX C-1

NPUT

CIA ARH\! NAVY AR FORCE  STATE
\ 1 /
INFORMATION
REPORTS
MULTICOPY
PROCESSING COPY
OF DOCUMENT
AND BATCH SHEET
y
CODE IBM CODE DESTROYED
ANALYZED & ). syppr WORK CARDS}—+ SHEETS AFTER 90
PUNCHED DAYS
1375104 16MM \
IIM - | FIIM - NOT PHOTOGRAPHED TEM
WORK
1-NEG. |2-NEGS SOME ON 35MM DUE T0 POOR COPY
. . P
1-POS. |1-Fos, FIIM PROCESSED, \_ Erc. ' s
}m BATCH  |PROCESS]
1, SHEET |ING COPY] o FRINTED IEM TEM WORK
FOS AND oF PR ovi|—={ CARDS PUNCHED CARDS bror-
ASSEMBLY DOCUMENT REPRODUCED MULTILITH FROM WORK GE
CARDS
0
STORAGE
3
PROCESSIN CUT (3x5)
AND DUPL,I‘,gAT' ICOPY OF IBM PRINTED
TEMH NEG DOCUMENT CARDS
35MM POS, AND DUP
70 NSA :
ASSEMBLY
CARDS 10 APERTURE CARDS PRINTED AND
N.S:A. PREPARED FROM DESTROYED PUNCHED CARDS
WORK CARDS OR ROUTED OR SCREENED FOR
SENT TO WEEKLY REQUES
164 NEG. | APERTURE
CARDS SORTER
AND
BATCH SHEET MERGED
1404 NEG, BAT
MOUNTED IN sg;‘m
APERTURE
CARDS
DESTROYED
_ A s
e DOGUMENT HARD URCE SUBJECT AREA
35MM NEG. FILE BY COPY FILE FILE FILE
REEL F
FILE NUMBER TE
P 16 MM FIIM

MANUAL FILES

=~ IBM CARD PILES =
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CIA -~ ARMY =~ NAVY =~ AIR FORCE - STATE

@ About 1,000 reports received each work
day. Copies average about 15 per
report, 10% of reports are single
copy enclosures or are received in
single copy.

2) Copies are disseminated to offices and
agencies (if CIA reports) according to
established reading requirements.
Single copy material routed after
expedite processing,

DISSEMINATED

G
ngggs(s}ghl @ IBH cards contain Diazo-type film
DOCUMENT mounted in window,

(& VYhen document not photographed by
minicard camera, minicard includes

I8M PUNCHED

IDENTIFYING image of a notice indicating document
"IDENT" CARDS DATA PUNCHED ON is on 35mm film in document file or
W/FIIM WINDOW IBM CARDS

document is in hard copy file,
W/FILM WINDOW

CONVERTED 70
FLEXOWRITER E.’;;Eéc’b’ggm
TAPE "IDENT® DATA

PROCESSING
COPY OF
DOCUMENT

NOT

PHOTOGRAPH]

DUE TO POOR
OF

"IDENT" CODE

PUNCHED FIIM PROCESSED PROCESSING
. CARDS W/FIug| | SlTR o COFY OF CODE
” WINDOW FIIM MINICARD 35MM DCCUMENT SHEET
o CAMERA CAMERA
APERTURE CARDS PROC, DESTROYED OR ——
PREPARED ON 3544 FILM o oo ROUTED OR SENT PROCESSING //conEs FUNCITD
ACTIFILM PRINTER |  REEL NOT TO FILE COPY OF TNTC TRM
DOCUMENT
APERTURE IMAGE 351M CODED CONVERTED To CODED
CARDS MINIGARDS FIIM WORK FLEXOWRITER WORK
CARDS TAPE CARDS

FIRST PAGE CODES PHOTOGRAPH FIIN 1 STRCYRD
IMAGES ENLARGED ( PROCESSED AFTER
ON PRINTER 50 Divs
IMAGE CODE
3x5 5Aan OF MINICARD | MINICARD {&mm“gmm
IToP 1/3 OF
FIRST PAGE
|| (= (= = || (ER] (=] =
BY NUMD MINICARD
. FILE FILE FILE FILE FILE FILE
MINICARD:
& 35MM
MANUAL =~ FILES MINICARDS-STICK FILES
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CIA - STATE - ARMY - NAVY ~ AIR FORCE

|

REQUE T RECEIVED BY LYTBRRARY
PeoR RerERENGES TO R A SPECIFIC FOR A SPECIFIC
REPORTS WHICH REPORT BY REPORT BY SOURCE
CONTAIN CERTAIN CONTROL NUMBER OR TO REVIEW
SPECIFIED REFERENCES TO REPORTS
INFORMATION FROM SOURCE
) l
UEST CODED BY —
?%chz APERTURE SOURCE CARDS
LIERARIAN AND CARDS PULLED CONSULTED AND
[PASSED T0 M.D. F30M DOC. NO. DOC'T GONTROL
2 NUMBERS NOTED

|

IBM CARDS
SELECTED FROM
SUBJECT AND/OR
AREA FILES

VIEWED BY
REQUESTER

[INTELLOFAX
TAPE PRINTED
NT TO

EWED BY
REQUESTER

copY PRINTED
ON PHOTOSTAT
EXPFDITER

PASSED 10 |

REQUESTER

* = IF ON 35M¥ FIIM REEL OR
ONLY AVAILABLE ON HARD

COPY, REQUEST SERVICED
FROM APFROPRIATE FILE.

MINICARD SYSTEM - RETRIEVAL

CIA - STATE - ARMY - NAVY - AIR FORCE

|/ /

=REQUES T~

ECEIVED-BY

LIBRABY-

FOR REFERENCES TO
REPORTS AND THE

FOR A SPECIFIC

FOR A SFECIFIC

DUPLICATED AND
FILM PROCESSED,
MAY BE CUT INTO

PHOTOSTAT STRIP FILM
PRINTS PASSED TO
MADE OF REQUESTER
1st. PAGES [

-ALL PAGES

PHOTOSTAT
EXPED

REPORTS THEMSELVES REPORT BY REFORT BY SOURCE OR
WHICH CONTAIN CERTAIN CONTROL T0 REVIEH REFERENCES
SPECIFIED NUMBER TO REPORTS FROM
INFORMATION SOURCE
REQUEST CODED
BY REF. LIBRARTR{ APERTURE SOURCE CARDS
AND PASSED TO CARDS PULLED gg?g’-gcm A"g
GHINE DIV, M _DOC. NO, NTRO
HA e mgﬂgc e NUMBER NOTED
WI?AR_DSL(E_'
SELECTED FROM
SUBJECT AND/OR VIEED DESIRED
AREA FILES BY DOCUMENTS
REQUESTER REQUESTED
IMAGE MINICARDS COPT FRINTED

3 = IF ONLY AVAILABLE
IN HARD COPY, REQUEST
SERVICE FROM APPROPRIATE
FILE,

&
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PERSONNEL AlID MACHINE COST PER YEAR FOR_INTELLOFAX SYSTEM

I —— PERSOITRL TACHTINS
Number
OPERATTON and Annual | 1/10 of TOTAL
QOrade Cest Type Rental | Orig. Cost »
1. Cocunent, Received ana LEVT
Disseninated #(200,110) #(200,110)
2. Analyze Information Report
: Prevare Coda Sheet +(153,800) #(153,800)
3¢ Ae Type Multilith Master 1 GS-€
6 GS-5
9 GS-l 96,835 IBi-Elec 6! 57,600
B, Off Set Print Miltilith - 3 0CF St 765 s
Master (Repro.) 319 12,300 |Press 1,050 23,350 70,950
L+ Filming of Tnformatien Rpt. | 1 GS-6
1 GS-5 I; Model E
5 GS-l 25,270 Cameras 936 26,206
3¢ Aperture Preparation
A+ Key Punch froa Batch 2/5
Sheet 0S-l 1,366 160 1,826
B Yerify Punch from 1/5
Batch Sheet GS-l 683 €00 1,283
C. Machine Prepare and 2/3 % Collator &
Lsseable Aperture GS-5 2,l46  [Repro., 1/3
Sorter 2,157 4,603
D. Pracess, Tnspect, 1 GS=6 4 Film
Film & lake Dup. 1 55«5 Processor
Copy 1 Gs-L 11,165  {Misc. Equip. 1,810 12,975
E, Hounting of Film 1 GS-5 Mounting Mach.
- into Aperture 2 GS-l 10,500 © _|& Viewers 897 11,397 32,08l
o Ce  Tniellofax Card Process
X Ae Hend assemble 12/5
o Tntellofzx Cards GS-l S,L6lL SsLél
- 8. Punch # verify
Intellofax cards 5 GS-h 17,075 2,6k0 19,715
Cu YNechine Process 3/
Tntellofax cards GS~5 2,752 2,298 £,050
D, Frocess Accession into Sorter,
File 3 G5-5 7,010 |Inter., 4
Collators 8,L06 15,416 L5,6L5
RETRIEVAL
File Maintenance & Request
Service
7. Reference Librarian
(Code_Request) #(11,000) #(11,000)
€+ A. Service Standing Vleekly Stat Mach &
ilequest % 35-5 518  }Sorter 720 1,638
Bs Control Section Rec. &
Translate Nequest to
Machine Lanmuage, Edit | § 3/5 .
Aequest GS-5 15,709 | IBM Typewriter 2¢0 15,969
C. Machine Process Request | L GS=5 1,680 2 Stat. Mach.
2 Sorters 8,352 23,032 40,639
9, Intellofar Tape Preparation| 1 GS-9 5,440 Fax Machine 20,000 25,440
s
10, Aperture File 1 GS-6 .
laintenance & fequest Los-s 2z 3 notostat 2,17 28,06l
Service 2 354 25,590 3 Photostats 217k :
Ma Source File | 1 GS-5 .
11, Maintenance of 2GS, #(10,500) #(10,500)
MYSCELLAYECUS COST
12,  Equipment laintenance 3 GS-9 16,320 751 17,071
SRA}D TOTAL 231,523 29,633 | 28,943 286,099

# Omitted from totals - assume same operation under cach system,

i ‘ . D
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PERSONWEL AND MACHINE COST PER_YEAR FOR MINICARD SYSTEM

F\\

oPERATTON Trber Ni MACHTNES
- and
Annual 1/10 of TOTAL
N Crade Cost Type Rental |orig. Cost
+ Document Received ang il
Disseminated !_.
*(200,110) #(200,110)
2. Analyze Information Report *
b~ _and Preparc Code Sheet,
: #(153,800) #(153,000)
3. Type Mnltilith Master =
K NA
b a, I\eiiPunch Identifi-
cation Inf
B. Yorify Taentiticspion | 0 1,835 | Hey Punch (1) lez 2,297
Information b
GS- 3
Ce Card to Tape Conver- f/e 5 1,835 é’g: éfi'"(;}) 594 2,129
sion (Image Fix Fielq) 05-6 o - .ape
D. Filning of Information 10 fﬁnyerter 58 Ll €12
R nicara
eport L GS-5 1k, 680 Camera 7,540 22,230 27,588
B L 22,2 258
b5e AL Key Punch Code e .
Be Yerify Coded D:tgam g gg} 1%’{—;%8 sey'?unch l’jgg 12,396
C. Preparution of Aperture | 1 6S-7 EE exify 1, 8,528
~ - 1 ienro, ”
& Coded York Sheet 3 GS-5 15,535 3 Sg::.:r ZZS
D. ¢ ! s 1/3 Collator 178 3
E. Ssposure foced Tiuta & i 108 3';;7\2 5031\;;;91* 1,328 1,006 5590k
22 . Image 338-5  |pif, Camera 184 16,7683
~ 1,5 ’
Fo Film Processing of Imase 2%
& Coded Minicard ’
%' g;'ggzzf Fi%‘?hn (ax 1 G68-5 3,670 | Film Processor 1,347 5,017
2 Condition . (wax) ) Film Conditioner 200 *200
« Inspect Film, lMake 1 GS-7 U,525 Inspection 0 L,078
Cumma £ Density Viever % Densi- e 451
Reading tometo: .
li. Cut Film Filn o
ilm Cutter 20 o
e LI i I
) e stion Tape 5= 70 Daplie
¢+ Mask Printer : e M;I;E;:::zer 7’?.3% 11’&23
7. Mounting of Film ” g
irto Aperture 2 48~5 7,3h0 Meunting Ma
0 ; Mache (0]
8., Prepare Source Card gost Incls | Print Processor Sl 7,880 90,8089
n Step 9
6. _Intellofax Card Process
RETRIEVAL L
File Maintenance & Request =
Service
Herge Code & Tnage Card Cost Incl.
in Step 8
Sort by Subject Code Cost Incl.
in Step 8.
7+ Code Request by Ref.
Librarian #(11,000) +#(11,000)
8. Ae Prepare Question Tape
for Selector Flexowriter 3
Be Prosram Selector & 1 GS-; 735 [
Search File 2 GS-! 11,865 Selector 8,09
C. Sort Selected Cards ’ 1050 19,955
According to Request 1 GS-5 3,670 Sorter 6,003 9,673
D. Edit Request 1 GS=7
(Control Section) 2 GS-5 11,865 11,865 42,228
9. Enlarpge & Print Selected
Cards. 1 G8-5 3,670 Print Processor 2,082 5,752 5,752
10, Maintain Request 18 Viewers
(Aperture File) 3 GS-5 11,010 2 Photostat 3,560 1,570 1,570
11, laintenance of Source ~
File #(10,500) *{10,500)
MISCELLANEQUS COST
17, A, Hiscellaneous Equipment Loo Loo
B. Maintenance of Equipment| 1 06S-12
(C18) 165411 5y
1 GS-9 19,400 1,000 20,400
C. Eastman Kodak ’
Maintenance (1 yr) 9,600 9,600 30,400
GRAND TOTAL 153,599 7,18 | 50,664 211,407

# Omitted from totals - assume same operation under each system.

SECRET
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Min;i.card Equipment on Hand and "On Order"

Jumber of Items

Received On Order

Minicard Camers o -
Film Processor 1 -
Inspector Viewer 1 -
Film Cutter 1 -
Film Inbricator 1 -
Analysis Viewer 3 -
Desk Viewer L -
Flexowriter and IBM 024 Key Punch Combination 2 -
" A Flexowriter 2 -
" Pile cabinet 2 -
File Block 1 11

Sticks, Transfer Trays and Other Handling Equipment various . various
Duplicator - 1
Selector - 1
Sorter - 1
Enlarger-Print Processor - 1

S«E-C~R~E~T
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CENTRAL INTELLIGENCE AGENCY

OFFICE OF CENTRAIL REFERENCE

\
REPORTS TASK TEAM REPORT NO. 13 TTR/13

MEMORANDUM FOR: Assistant Director, OCR

SUBJECT: Final Report on "OCR Reports System", Task Team No. 13
25X1
1. MEMBERSHIP
Office of Central Reference -
Chairman
Office of Central Reference
Management Staff, DD/S 25X1

2. METHOD OF OPERATION

The members of the task team read the Report
of the Library Consultants. Several meetings were held
at which the comments of the consultants regarding reports
and record keeping were discussed. It was agreed that
each division should supply the task team with the necessary
information regarding its report and recording keeping
practices. To achieve this, copies of CIA Form No. 521,
Reports Survey, were distributed to each OCR division.,
Each division completed the Form 521 and attached a sample
of the reports prepared by them, with their comments as
to the usefulness of the information reported. This
information was reviewed and a new philosophy of reporting
developed. The new reporting system was presented to the
AD and his staff and it was agreed that the proposed system
was adequate and that it w>uld be installed in OCR. The
Biographic Register was selected as a starting point and
the new system was installed in December 1957.

1 ¥ S-E-C-R-E-T
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3. FINDINGS

. 8. In reply to the Consultants' comment that
too much time ig spent keeping unnecessary records",
& survey was made in October 1957 which indicated
that approximately four man years were spent on the
Preparation of reports in OCR. This time represents
only one half of one percent of available man years
in OCR, and does not appear to be excessive. In
some of the Divisions there is additional record-
keeping which surervisors consider necessary for
control burposes, work distribution schedules, etc.
The Consultants® criticism appears %o be based on
their study of fiscal control and accounting pro-
cedures in the CIA Library's publications Procure-
ment activity. They observed that "at least four
man years of time are now consumed in the Acquisi-
tions Branch in bookkeeping and in fiscal control.
As is the case in other parts of OCR, the pro-
cedure %o use IBM cards for bookkeeping and ac-
quisition analysis and control purposes is not
found dependable and the records are also kept man-
vally". This criticism is in part a valid one, and
is & problem which Task Team 6 has included in its
analysis of budgztary and fiscal procedures. It
is anticipated that Task Team 6 will recommend that
the Technical Accounving Staff of the Office of the
Comptroller »eview the accounting and record keep-
ing systens in the Acguigitions Branch of the Li-
brary and recommend a system to eliminate the dup-
licate recora keeping and provide the required
accounting intformation. We have been unable to
find a similar problem in other parts of OCR, how-
ever, to support the Consultants’ generslization
on "unnecessary records". To keep OCR records
and record-keeping in line with sound management
techniques, the Assistant Director has assigned to
a member of his staff the responsibility for the
continuing review of reporting practices and pro-
cedures in each Division.

b. The Consultants stated that "present monthly
reports can be revised to better reflect information
of especial value". It was agreed that a revision of
the monthly report would provide more meaningful infor-
mation and a new philosophy of reporting was presen@ed

S-E-C-R-E-T
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to the AD and his Staff and is currently being installed
in OCR bvazed on reporting on a monthly basis, infor-
mation on the various activities and the number of man-
hours expended on these activities. This new report-
ing system ig intended to provide managemertt with infor-
mation that will enable Them to better control the de-
Ployment of personmel by alerting them to changes in

the oprrating picture. In addition, bvasic manpower
statistics will be available to enable OCR to develop
its budget estimates in accordance with the Comptrollerts
emphagis on the establiskment of work measurement,
statistics. fThig new formai (see Appendix A) is cur-
rently installed in all of the OCR Divizions, except

the Library, which will be considered after the recom-
mendations of the varioug Task Teams have been reviewed.

¢. The Consultants stated "an annual (or semi-
annual) report can be deviged as an intregral part of
OCR's report gystem, which report would be of value
to top Agency management as well as to supervisors
within CCR". To provide this, the Assistant Director
has issved instructions {see Appendix B) for the pre-
paration of an annual report designed to acquaint the
senior officials of the Agency with the nature of the
various programs and activities of OCR. Material for
thir annual report is currently being sssembled and
will soon be ready for Publication. This first re-
rort is experimental and wiil cover the six month period
ending 31 December 1957. Present plans, however, call
for a regular 12 month report at the end of each Fiscal
Tezr,

4. RECOMMENDATION
It is recommended +that the Staflfi Assistant to

the Assistant Director monitor the OCR Reports Frogram
and report amnnually to him on the effectiveness and

changes in the progran.

Attachments .
Appendix A - Working Pampers for Dizoussion of OCR
Statistical Reporting Needs
Appendiz B« Preliminary Tuoughts cn’Approp;iaﬁe
Content of an OCR Antual Report

3-E-C~-R-E-T
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R ST

s

St e

WORKING PAFERS FOR DISCUSSION

OF OCR STATISTICAL REFORTING NEEDS

Purposes
Principles & Technigues
Sample Format |

Definitions of Teyms Ueed in Sample Format

SeEeCeReBaT
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PROFOSED OCR STATISTICAL REFORTING
A.  PURPOSES
1. Montly Reports

8. Identify the major activities,

b. Report accouplishments under each activity.

C. Report the coat -F =Aa~h ackivity, Az labor
i e ws)or CUST, report time worked as the
wajor cost factor,

d. Time worked by activity gives deployment.

€. Relate tota) time accounted for‘(iﬁem'ca) to
available time (T/0 and on board).

f. Incivde those data regquired by higher echelons.,

2. Semi-annual or Amnual Reports

¥ = vy

a. Trends - by graths, charts, or recapitulated
tables.

b. Disiribution table of work received, by supply
source.,

¢. Distributicn table of service suppiied, by

major components.

>

SwExCoRewBaT

;
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PRINCIPIES & TECHNIQUES

1.

Flexibilitzo If the OCR operation is dynamic,
changes in the reporting format, programs, and
units of measurement will be necessary. But for
maximum consistency, care should be  taken- to make
changes within the philosophy of the reporting
system.,

Narration. When Possible;, narrative: reporting
should be keyed to the quantitative reporting.
Examples: new or significant developments; new
or changed programs.

The reporting should be integrated with the or-
ganization's work records.

The variety of activities precludes a single
work unit (other' than time or money). For

each activity, a unit of measure should be se-

lected which is related to the time required.

It must be recognized that some backlog is normal.
It is not necessary to report all activities ner
to account for all work time. FProbably major ac-
tivities can be reported on one sheet and will
account for some seventy percent of time worked.

And probably the last thirty percent would require

SeEaCeReEaT
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two or three more sheets without contributing

much information for management .
T. The basic technique for achieving consistency
and simplicity is to develop written definitions

of activities ana units of measure.

[o]

S«E~C~R-E-T
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PERIOD ENDING:

I. WORK FORCE

i, Employees gained

2. Employees lost

3. Turnover per cent, this month
L. Ditto, this month; last year

II. WORK ACCOMFLISHED

° o

°

D EY Qs

v
=

T/0

On Board
Overtime
Temporaries
TIME AVAIIABL
Leave
Training

TIME WORKED

Time/

Activity

INPUT

1. Secreen

2. Analyze, Code, and Abstract
3. Process into Files

SERVICE
I Disseminate snd Dfstribute
. Publieations Supplied from Collections
- Reference Service
- Publications Procured
Publications Purchased for Users
Briefings
Externel Support (Machine Division)

ADMINISTRATION /SUPERVISION

* Underline if estimate is used. Leave

blank

Fin.| Unit*

Total [Pime Ace

emainfier Unac

if invalid.

by
30
50

unted
ounte

= ’ - 2 ey Ry REET) ‘\-.,-,v',. - = PSRN ,6_4
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21 October 1957

PRELIMINARY THOUGHTS ON APPROPRIATE

CONTENT OF AN OCR ANNUAL REPORT

Period Covered

Report wouldg cover the fiscal year, hence annual report
would be dated 30 June. Depending on how much of the
material for this report is accumalated, it might be
desirable 4o Prepare also a preliminary report for the
six months ending 31 December.

Effort Invested in Preparation

To the extent Possible, the report shouid be based on
material prepared for operating and administrative
purposes by the brenches, divisions, staffs, and the
office, during the course of the year. In short, the
annual report should be an integral part of OCR's entire
records program. Graphics would be used where partic-
ularly helpful, but no major costs for graphics or
reproduction should be incurred.

Scope

The report should compare favorably with one made by

an operating division of a large company for its parent

corporation, or by the president of a company for his

’
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board of directors. It should be sufficiently de-
tailed to serve the policy and general management
needs of the OCR Operating Committee.

Organization and Coverage

In general, the highlights would constitute the body
of the report. Basic statistical and organizational
material would appear in appendixes. Major sections
might include:

A. TImportant Events, such as important organi-

zational changes in OCR or elsewhere - which have
influenced OCR operations significantly.

B. Major Support Frograms, recapitulated to show

what the programs are, for whom performed, accomplish-

ments during the reporting period, and at what cost,

25X1

C. Community Activity, recapped to highlight

efforts in which OCR plays a leading or primary role
(e.g., AHIF),

D. Major Problem Areas, including the current

and prospective attacks being made on them.

E. Noteworthy Advances in State of Arts in which

OCR has a primary interest, and a forecast of their

possible significance for OCR.

S~E~C-R-E-T
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APPENDIXES

I.

II.
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Organizational data, mission statements
including bio-info on personnel, from
Branch Chief level up, involved in changes.
Statistical summaries reflecting workload
by organizational units.

Budgetary data by class.

Personnel Notes.

Identification of physical plant facilities.

! §-E-C-R-E-T
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CENTRAL INTELLIGENCE AGENCY

OFPICE OF CENURAL REFERENCE

TASK THAM REPORT NO. il TIR/ 1

‘26 HMarch 1958

MEMORANDUM FOR: Assistant Director, Cembral Reference

SUBJECT:

Final Report on Training, Task Tezn No. 1 25X1
25X1
Menbership 25X1
The Task Team Menbership consisted of: 25X1
‘ Chairman, Chief, Graphics Register, OCR
\ Chief, Reference Branch, CIA Library
Deputy Chief, Intelligence School, OIR
Training Officer, Industrial Register, OCR
Method of Task Team Operation

a. The Task Team discussed ways in which meaningful data

could be accumulated for study. The interview technique was
considered, but used only to a limited degree; primary reliance
was placed on a questionnaire, as a rapid means of polling a
significant nuuber of people. Questlonnaiies were returned

by 449 professional employees of OCR. The findings are
tabulated in the tables of Appendix F; each table or group of
tables is preceded by a brielf explanation.

b. The people filling out the questionnaires were particularly
requested to consider only the Jjobs they were presently in.

T+ was stressed that the gquestiomnaire was designed to show
the requirements of the Jjob, what any werson in the slot under
consideration would need to do the job well; that there was

no relationship between a career plan and the questiomnailre
was emphasized. In spite of this, the person £illing out the
gquestionnaire did not always succeed in divorcing his career
hopes from the requirements of his job. As an illustration,
35 people who have no supervisory responsibility checked the
course in Basic Management as valuable.

;-

‘
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o

Recommendations

a. The Task Teom recommends that training be used: first,
to raize on-the-job proficiency, and second, to groom a
professional staff for conbinuing service to the Agency
(page 7 ).

b. The Task Tean recommends that the training program be
tailored to the needs of the individual within the general
requirements of the Division (page 7 ).

Chairnan

v

Task Team Fourteen

Attachment:
Final Report of Task Team Fourteen

3-B-C-R~-E-T
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Dlrecta;k Team 1L wag organized at the direction of the Assisbant

ana OTE of Central Refer ence, o study the training policies of OCR
! specifically ko determine if:

ng%) {?rc?fev seional employees of OCR should be glven the same
,_'] a:n.nm.a» program, particularly in introductory courses, as are
e analysts in producing offices in the Agency .

r -

(3) A training program can be devised which will snable the
professgional staff of OCR to give a higher level of reference
service to uscis of OCR Tacilities Ffrom the intellisence
comrmnity. N

II. APPROACH TO THE PROBLEM

‘ The Task Team, for the purpose of this study, divided profes-
smn:ei.l employees of OCR into two categories: (a) analysts, and
| 3 (b) librarvians. '

The first cotegory was used for comparing OCR analysts with
professionals in the producing offices of +the Agency. ORR and 0SI
were the only producing offices considered for comparison in this
survey .

The second category enabled the Task Team to more Lorthrightly
evaluate the recommendations of the library consultants rertaining
to library reference services.

With accepted terms of reference, the Task Team then divided
the problem into:

(l) A comparison of the training taken by professional
employees of OCR, ORR and 0SI. (Appendix D)

(’>\ An evaluation of the training courses provided by the Office
of Training, pevticularly with respect to courses having a
common application for the three Offices. (Appendix F)

(3) A comsideration of the level of OCR reference services o
determine x,rlwm“ a.ining could be recommended to increase the
level of
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IIT. CONCLUSIONS AND FPINDINGS

j -2 Y] N - .o D .
COUrses lPr oiessional employces of OCR receive ‘the same training in
2 3es having common application, as analysts from ORR and 0SI.

) The Agency's Intelligence Orientation Course is the only
intreductory course provided. This course, (Agency Regulation
] ), has been required for all new profes-
slonal employees of the Agency since March 1953. 'I‘he_ survey
revealed that the Office of Central Reference had & higher
bercentage of its emplovees in this course in 1956 and 1957
‘than elther ORR or 08I1. ’

25X1

Attendance
Orientation Courses 25X1
Nunber Percent

0 17

Th 12

‘ 4\ 17 8

82 18
33 14
18 8

Going heyond this one inbtroductory course, the Task Team
considered other trolning courses having & comnon epplication to
the three offices. These vere grouped in the followinz categories
for purposes of couparison:

Arec. Studies

Foreign Lenguage Courses ‘8
Reading, Wilting and Specking Courses
Supervisory Courses
on Research MNethods
on Speclal Techniques :
i
Comparing the professional stalf of the three offices for :
the years 1956 and 19057, tne Task Team found that OCR had the -
highest percentage of professilonal participetion in area studies

and research nethods.

§-E-C-R-E-T
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Research
Methods
No. Percent
10 2
8 1
2 1
1 .2
0 -
0 -
There were variations between the three offices and within
the offices as to Tforeign languages, reading, writing and speak-
ing courses, supervisory courses and special training technigues
(Appendix D), but the Task Team concluded that the brofessional
employees of OCR do have essentially the same training as
3 analysts in the producing offices.

2. As to over-all professional training, both internal and
external, the Task Team found from the study of training registrations
on record with the Registrar/OTR (Appendix D) that OCR professionals
had about the same amount of training as ORR. OSI had the greatest 25X1
percentage of training but a significant portion of it was specialized
training not applicable to ORR and OCR.

3. As to raising the level of OCR Reference service, the Task
Team is of the opinion that the problem involves more than a question
of training.

K
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It was agreed that the level of reference service presently
brovided, grade by grade, is commendable, with personnel sincerely
extending themselves to render the maximum amount of service.

It is velieved that the level of reference service, if it is
tg be raised significantly, must be established by providing a
higher grade structure rather than through training at the
Presently established grades.

Training is desirable and will raise the level of reference
service at any grade but it will not accomplish what we thinlk
the library consultants had in mind. Training beyond that
appropriate to the grade will usually result in a transfer to
another job of higher grade, rather than in a sustained higher
level of service at the same grade. A Grade 11 level of reference
service requires a Grade 11 position.

IV. RECOMMENDATIONS

The Task Team recommends that training be used: first, to raise
on-the-job proficiency, and second, to groom a professional staff for
‘sz continuing service to the Agency.

The training program for on-the-job proficiency should be
supported by an Office Training policy. (Appendix A). The
Agency training policy established by the Director in October 1955
(Appendix B), provides that five percent of on-duty personnel
will be in a training status at all times. In complying with
this directive, OCR should incorporate a Tlexibility so that the
application of training within any Division, or as to any
individual case, will be governed by the need of the individual
in relation o the job he is performing. While the OCR on-duty
training will be programmed for five per cent, individual train-
ing may vary as required. There might be little or no training
in one case; rather extensive training in another.

As to the training program, the Task Team recommends that it be
tailored to the needs of the individual within the general regquirements
of the Division.

For trial purposes, it is suggested that each Division plan
and recommend areas of training appropriate to its responsibilities.
Particularly during the first years of employment, the need Ffor
training will be recognized both by the individual and his
supervisors. Training during this period would be planned co-
operatively, with the primary objective being improvement in on-
the Jjob proficiency.

‘

~
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to ingﬁ;etgilﬁl?g Ql&n woulq be rgviewed within the Division
Job and g ,,2'] .11 L is compa;b:Lbi_Le Wl}.'th the requirements of the
hindan tﬁe D.ch%led so.tpa?h%t will not disrupt or unduly
showld Lo rgf):f‘: responsibilities of the Division. Training
ochodul viewed annvally so that changes in both courses and

du €s can be made from year to year , bto take into account
Clilanges Z.Ll'l.'C'TOI‘k assignments and responsibilities. This will
make training a continuing program adjusted annually or as
necessary. For each individual the program would he current
and continually up-dated. o

L I.Beg:uming with an individual's attainment of Career status,
Ul?}nlng would be continued under the existing Career Preference
utiline concept, which also provides for an annual review.

S-E-C-R-E-T I
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(8]0
R NOTICE CR

i
\D
\Jl
9

OCR TRAINING POLICY

p“ovigzeizfain%ng policy of the Off?cg of Central Reference is to

br +US persomnel with such training as is necessary to increase
fh? capabilities of an individual in terms of OCR needs, and, beyond
b?1§{ In terms of Agency requirements. The diversity of activities
Wltgl@ OCR make impractical the establishment of a standardized
t?alnlng schedule on an Office basis. Therefore, each OCR Division
Will plan and schedule training for its own personnel in accordance
with the following conditions:

L. Division training officers will keep continuvally informed
on approved training to apprise the Division of training
wvhich will increasc the proficiency of an individusl in
his particular assigrment;.

2. All training should be related to the employee's current
or projected duty assignment.

OCR Divisions should plan and schedule training to en-
courage growth and advancement within the Division.

o

L, Training should not disrupt normal operations to meet
Division responsibilities.

5. Training must be approved by the Division before Torvard-
ing for further appropriate action.

8--E-C-R-E-T
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FIS———_
e« FF1CE MEMOCEANDUM UNITED STATES GOVERNMENT
T0'  : OCR Professional Staff DATE: 16 December 1957
FROM : Chairman, Task Team on Training
SUBJECT: Survey of Training Needs of OCR Professionals
1. The Task Team on Training was formed to study the training
g;licies of OCR and OTR, Specificaelly, this Task Team is to determine
a. Professional employees of OCR should Te given the
same training program, particulerly in introductory
courses, as are analysts in producing offices in
the Agency. ,
b. A training program can be devised which will enable
the professional staff of OCR to give a higher level
of reference service to users of OCR facilitlea from
the Intelligence Community.

o 2., In support of the work of this Task Team, all professional em-

' ployees who entered on duty in OCR before 1 December 1956, are requested
to £i1l in the appended questionnaire. Professionals are generally grouped
as: (a) analysts and supervisor/analysts, or (b) librarians and supervisor,
1ibrarians. The results will provide us with some necessary basic data.

3., The questionnaire should be filled in from the standpoint of skills
and knowledge which could be provided by training and are needed by you to
perform your work successfully. Since the list of courses is preliminary,
" please add under each category any other types of training which you feel are
or would be of value for performing your job successfully. In suggesting
courses, do not 1imit yourself to what might be offered by the Agency, since
some training might be available through local universities. Where possible,
please express an opinion even though you may not have taken the course. 25X1

o

L. Flease retﬁrn this questionnaire to your Division Chief by 20 December,

Chairman, w
Task Team on Training

~
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P

\D OCR TRAINING QUESTIONNATHE

Division v Branch

No, of Years In CIA No. of Years In Present Division_____ _
EOD Grade__ Present Grade__ ____

. , .
Underline your present position (Administrator, Supervisor, Su ervisor/Analyst,
¢ ? Fe ~ Analyst, Libra;'ian, Librarian}:%upervisor)

Subjeet and/or area responsibility,

¥ % %

The following should be filled in by professionals, other thnn division or branch chiefs,
Degrees Major Fields of Specialization in College

Subjects studied in college or graduate school which are of velue in your present |

position.

S

R
}" Bitten)

Types of work outside OCR which have been of value in your present position.

Type K Years of Experience
of Wor

‘ ~
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OfOJI::ittle Valu- Essen~ | I Have Taken
O e No able tial s C
« Co Torelm Value Thie Soree
M Lot IiE;n language writing

guage [ Froficiency Level
Needed#*

List Others

me——

Research tools and techniques (for
analysts) a

o

|
‘l
|

As Effective writing

won B arrae in s mrs s e e
| ]

B, Writing workshop

C. FEnglish usage

D, Intelligence techniques (writing
examples of reports issued by
each of the research components !
of CIA i

7 E, Intelligence research techniques i
. and facilitles ;

F. Seminar in problems of intelli- |
gence research

G, Editing of reports 3

H, Use of meps in intelligence

e <

I, Use of statistics in research

J. Aterial photo interpretation

3 b o 2 e Y ot s P B T B, g6,

K. Speed writing

L. Typing for analysts

1ist Others

P

) Admind

i i ) ] EE
steation (for supervisors) |

v Brsle supervision

S .

g, Enzle nanrgensnt
B, ‘

Ny CA TN TSPy e ]
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Of Little Valu- Essen- I Have Taken
. Or No able tial This Course
' E‘“:;HF=L—L Value
o+ onference leadership
List others
B — —e S—
[ . o
Professional background (for Librarians)
Ac Introguetion to library materials.
Bs Introduction to library services
C. Organization of library materials
D. Advanced cataloging
E. Advanced elassification
F. Indexng and abstracting
@\G. Referencing and bibliographies
H. Govermment documents
I, Principles of library administration
J. History of Books and libraries
K. Principles of book selection
List others j
¥ :
z z
§ !i'—"' *\’
', Miscellaneous
— [
A, Reading techniques i .
3 7
-B—. Reading envlysis program
— i 3
. spplied psychology g
L”'?’D» Effoctive speaking ! E
ﬂal presantation of intelligence 3

~
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Summaries of Replies to Questionnaire

The tables which follow summarize the replies to the questionnaires.

The questionnaire itself listed various courses, within categories, and
asked for an evaluation of each course in relation to the job. All
categories except two, Office briefings and library science, comprised
courses given by the 0ffice of Training. Those answvering the
questionnaires were most nearly unanimous in agreeing on the necessity
for a greater knowledge of the functions and resources of other parts
of the Agency. Next in importance appear to be the reading, writing
and speaking courses, then come area studies and foreign language
courses. However, as the breakdown tables show, there is no real
pattern, so far as area and language studies are concerned, from
which an over-all OCR training policy could be established. For
example, 5S4 percent of the people in Liaison Division felt that area
studies were valuable, 15 percent foreign languages; in Document
Division the percentages were 57 and 39. In Biographic and Industrial
Registers, on the other hand, the percentages were 97 and 98, and 100
and 93 respectively. Library Science, as might be expected, was of
real value only to Library employees, but here opinion was 100 percent
in favor of library courses.

The conclusion seems to be that every course has value for some
job, but except for Orientation and Office briefings, no one course
has value in every job. «

~
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Areas of Academic Training Considered Valuable

Every person filling out a questionnaire was asked to §pecu}fy
areas of academic training which had proved to be of value in his
job. The Task Team hoped that some studies would emerge &s of
particular importance. However, such was not the case. The answers
listed overwhelmingly those studies found in a liberal arts curriculum.
Since the professional staff of OCR is composed. generally gf people
who have a liberal arts background, the questionnaires indicate only
that education is desirable.

\ I
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Area of Work Experience Considered Valuable

People filling out the guestionnaire were asked to list prior
work experience which had proved of value in the present job. The
Task Team hoped that the answers would reveal some work experience
which had over-all value and this would indicate lines from which
to recruit new employees. However, as with academic studies, the
only conclusion to be drawm is that prior experience is valuable.
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SeEewCmReEeT
RAL INTELLIGENCE

OFF(CE (OF CENTRAL REFERENCE

AGENCY

CUSTQMER RELATIONS

MEMORANDUM FOR:

SUBJECT

TASK TEAM REPORT NO. 15

TTR/ 15

°

l. Mewbership

Assistant Director, Central Refererce

s Final Report cn Customer Relations, Task Team No. 15

The Task Team mewbership counsisted of:

Chairman, Industrial Re

gService Division, ORR
[

ntelligence Production Staf
| Liaison Division, OCR

raphics Register, OCR

Documents Division; CCR
, Library, OCR

| IBiographics Register, OCR

2. Method of Task Team Operation

The Operating Committee designated the title "
pumber (15) to this project and appointed the under
a Task Force Team of CIA representatives to resoclve
was recognized by the team to contact personally a
facilities to determine all problems affecting cust
Operating Committee confined the plarn of operation

stated on page TTR/15-3 of this report. Part (A) of the problem was resclved by

the Assistant Director; OCR when he eatablished the
(CRAG). See Appendix A. The Operating Committee s

problem cou

concerned.

14 be re

solved oy contacting the programs and policy staff of each office

The Chairman directed each member of hi

intelligence produc
CIA components contacted were as follows:

a.

b.

(o]

Oifice
Office
Office
Office

Office

ing components at the level sugg

of Research & Reports, DDI

of Scientific Intelligence,; DDI
of Basic Intelligence, DDI

of Current Indeliigeumce, DDI

of National Estimates, DDI
' SeFr G BT

14 March 195

25X1

25X1
gister, OCR

¢, oST 25X1

25X1
25X1

25X1
25X1

Customer Relations" and the
sigred to selezt and chalr

the problem. Aun opportunity
numher of IAC users of OCR

cmer relations. However, the

to CIA Offices and the problem as

Central Reference Advisory Group
nggested that Part (B) of the

s task team to personally coutact
ested by the Operating Committee.

~

BN Declassified in Part - Sanitized Copy Approved for Release 2011/10/24 : CIA-RDP82T00271R000100120006-4 5



Declassified in Part - Sanitized Copy Approved for Release 2011/10/24 : CIA-RDP82T00271R000100120006-4

SeE-C-R-E-T oIR /153

i PRUBLEM

r P—al

rem puidance fov its cperations from customer

e sempesed of representatives of all the components of %the

e creatad te serve ip an adviscry capacity to the Assistant
and as a channel of commmication o the Agency.

Agency )
Direntay

d to oricg together the analyst anpd the
> Refet'etlf.*e-S'i‘za,ff 1ay be aware as much as possible
ts and programs are underway SO +that the st ff

tre and be prepared to call to The
1 articles, intelligence repurts,
1 special libréry technigque and

B. A program
Refere:
of what
might

(LN

herks, documenhs,

servineg.
fI. CONCGLUSIONS

The need for a formal program to hring hogether the analys® and‘ the Ref‘er(?ncﬁe
Staff may have exist smths age tut is not deemed nacessary today. Two
offices, OSI and OBI, have hees keeping OCR apprized of thelr ‘.vﬂ'i;est“res?arch '

: tines in sufficient numbers to distritute o
aoe this procedure. CRR

has conclud=d n to be galned from pub. &'hed resean,rc.h pmg:canfsf Jza+s
of curreat or LrOSY ve projects and foemal ORR re.%}z:mements g too gen?x tL_r’EM L
provide OCR with meaningfel guidanze. The IDP e_»:ad Oﬂuifur‘eh cot din I"avof of .a,,, .u.; mi,
;;’;Orcg’r*am &s proposed. ONE makes Limited use of OCR ia.c.:j. :zas “r:e’:'aus;ng,;y a} e noh
engaged in bas researsh. 00 does vot murmally cperate '*10 a '.;—.::‘t- sG '}hl c.. \?~~4-~;+v s
projects and couid noh foperast possikle future neseds 1o 8 pﬁ Og:R : %.-:{mégi.;-lﬂ f
offices contacted pRyffer o use the "d:i.v;ec‘r- 4 to alert individual

OCR personuel. of programs underway and Lo

11%me OOR facilities in ad hoc
fashion. Suggestioes by soms CIA offices o cng with OCR are coted
below:

e

tours, should be encounraged
le this is being accouplisked
o lawwch such a program

1]
0
el
n
oy
D
=

.

A. Pericdic briefings on OUR &8 wel
for all potentlial users of OCR it
to a limited degree, no siforts have heer: exertad
on a formal cr cousistent basis. Some of
take the initlative.

B. Publishad descriptices of each COCR Div
e of value to users of these fa
the fipdings this was a mmenimous sugRS

tonate & member of taffs to acht as a

ot v decire to designate a member O v ghad

. ORR and 0SI desire U0 i o T gla sct as &
° 2 ot for OCR persomnel to recsive guldarte on both gensral and

point of conta

- hy OOR of & slngle polrn of contact through
et rence point would

e Tapped. 2 , :
he re g, infoxr sem 3o the shortsst
a )

. CRR desd
whteh all

t ac {

+ige . Y s T ’
+me OCR componernts divantly.,

AN ~epicd ¢F

‘ [y

i l ‘ ~
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3- iirlodlc briefings or tours should be arranged for ORR persomnel, SO
at the OCR services and facilities of particular relevance to CRR
research can be made known to research analysts. To be most meaningful,
such briefings or tours should be provided for analysts who have worked
in ORR from 3 to 6 months. Detailed arrangements should be worked out
by OCR and ORR.

L. Pu.blishec}~ descriptions of OCR services and facilitles should be
made available to all ORR analysts, possibly in the form of mimeographed
insertions for the ORR Analyst's Manual.

B. Office of Scientific Intelligence, DDI 25X1

In connection with the objectives of Part (B) of Project 15 problems, OSI
will follow existing procedures. To keep OCR apprized of latest OSIL research
activities, we will forward project outlines of new projects in sufficient
number to distribute to each of the interested Divisions. The annual
production program will be made available as in the past. The meetings
between OCR and OSI representatives designed to bring OCR more closely into
the planning phase of 0SI work will continue to be heid until each of the

0SI divisions are covered. 1In view of the success of meetings already

held it may well be desirable to maintain this practice for an indefinite

period.

As a result of my experience on Project 15 and from discussions with OSI
members of other OCR task teams, 1 am recommending that OSI designate a

\
b member of its staff to be clearly responsible for OSI-OCR relationships )
and who will be able to advise OSI analysts in regard to their liaison with
OCR.
¢. Office of Basic Intelligence, DDI 25X1

Tt is important to realize that OBI is not an intelligence-producing office,
in the same sense as ORR. It does not actually research and prepare
intelligence reports, and would not have the same reference prol?lems as a
producing office, such as ORR, 0SI, or the State Department, .wh:.ch must
have access to all available material to produce a piece of intelligence

£ OBI is the coordination, review, and

eporting. The primary mission o “
;uglicat%on of the National Intelligence Survey. The individual NIS units
are produced by those agencies of the Govc?rnment both_lé}c.ar}d non~IAC -
best qualified by reasons of their intelligence responsibilities, produc-:
OBI, however, has the responsi-

tion capabilities, and dominant interest. ;
bility of insuring that NIS stendards are met by these produ.c%ng ?or?ponents .
To carry oub this responsibility, the review function in OBI is divided

:n components: Editorial Division and Regional Division.
E'relzwae;relatz;eﬁ;gistspin Regional Division review each N:}:S manufcripi:, toa N
insure its regional accuracy and adequacy. .'I‘he professionals in Edz_t?ria
Division are functional specialists (geologls.ts s aerogra.phgrs : ecox;omls;ls )
etc.) vwhose job it is to ensure that the subject matter coverage © eac

NIS is both accurate and adequate.

~
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o = ad R
The'ggffﬁglg?‘;%gBl's use C'i; OCR facilities has been limited, mainly due to
are v ealizedu OBen .OPeratlon. However, if the objectives of this task force
OCR Ser;\ri-*:es", dl Tﬂ}‘-.nq longer need to advise NIS~producing offices of
will make --moran.d‘f.‘.ac.{.ln,mes : when the Agency moves to its new location, OBI
Vill have b e 12@(31,‘115‘3 of OCR's.facilities because the distance factor
poss‘bl ) een ellmln:;,-‘ted.“ There is no actual reference problem here, Just
ible improvement to existing policies.

Offi T i
ice of Current Intelligence, DDI ‘ 25X1

g r:ference staff as proposed in Project Fifteen would alter existing
ontacts. If anything, such a staff might tend to destroy such contacts.

There are no apparent difficulties existing in the relatiocnship between
OCI and OCR.

Because OCI operates, generally, on a daily or priority basis, present
contacts.existing between the OCI analysts and particularly the personnel
of the Library and Graphics Register are more than adequate.

It would be of great value to OCI, if OCR would prepare a detailed hand-
book giving functions, operations, capabilities, file coverage, ete.
of the various divisions.

E. Office of National Estimates, DDI

25X1

) The Office of National Estimates mekes limited use of OCR information
facilities and services. The concensus among the pecple interviewed is
that the ONE mission is not related to OCR service capabilities. The
staff is small, and there is neither time nor need to engage in basic
research for the preparation of national intelligence estimates, staff
memoranda, or spot appreciations.

ONE writes specifications for the preparation of NIE's and assigns
production responsibilities. There is no general rule about the scheduling
of projects. Other members of the intelligence community conduct the
research necessary for their contributions. ONE depends upon them to use

OCR.

ONE makes little use of Lialson Division because of its own direct working
relationships with the IAC. ONE comes to the CIA Library for a specific
book or document, rarely to determine what material is available on a
certain subject or area. The subjects covered in estimai:es are so broad
that the few bibliographies that ONE has requested the Library to prepare
nhave provided material only of marginal interest. ONE makes gxea‘ger use
of State's Division of Biographic Tnformation than it does of CIA's

Biographic Register.

~
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CRAG 1-58
13 Janvary 1958

CENTRAL INTELLIGENCE AGENCY

CENTRAL REFERENCE ADVISORY GROUP

Terms of Reference

. i anized
Attached are the terms of reference of the CIA lnteroﬁgizg)com?itgzengiid

7 January 1958 as the Central Reference Advisory G¥OUB 0 05 “ooeice of

£. in addition to the concurrence of the regular memoe a t]g; Ooffice of

iiémal Estimates, the Office of Current Intelligence, :Eereby agreeing to

rations, also concurred in these terms of reference,

ticipate under the third paragraph.

)

f

Paul A. Borel
Assistant Director
Central Reference

stributlion: '
/I
DD/S
IAD's
Chief, ‘FI

~
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7 January 1958

CENTRAL INTELLIGENCE AGENC Y

TERMS OF REFERENCE OF THE i
CENTRAL REFERENCE ADVISORY GROUP ‘ B

Recognizing that the Office of
Oncern, particularly for the resear
l_la.t there exigts therefo
Ve effort if we are to
re agreed to establish t

I
Central Reference provides services of comnon. ,.
ch and operating components of the Agency, and ;j‘
re an interdependence among our offices requiring coopera- i
serve the best interests of the intelligence community, we ';
he Central Reference Advisory Group (CRAG). i

i

|

)]

!

The regular membership of CRAG, under the Chairmanship of the Assistant ‘ %
irector for Central Refe ]

- rence, shall include the following officials or their
Bsignees:

Assistant Director for Basic Intelligence
Assistant Director for Research and Reports
Assistant Director for Scientific Intelligence
Chief of Foreign Intelligence

Other components of the Agency will be invited to participate in meetings
1en an agenda item indicates they have an interest in it.

E’u The general objectives of CRAG are:
a. To provide AD/ CR with policy guidance in the conduct of programs in

support of research and operations » including matters of interest to the
IAC.

b. To facilitate referral by AD/CR to the members for advice of proposed
changes in reference service programs.

¢. To facilitate referral by the members to AD/CR for appropriate action

of plans and programs the implementation of which would affect reference ki
support programs.

d. To provide a forum for the exchange of ideas in areas of mutual interest to
the research, operational and reference activities of the Agency.

AD/BI
AD/RR
AD/ST
6 Chief, FI
L AD/CR

S-E-C-R~E-T
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i CENTRAL INTELLIGENCE AGENCY

OFFICE OF CENTRAL REFERENCE

——
—CORRELATIVE FUNCTIONS TASK TEAM REPORT NO. 16 TTR/16

20 March 1958

YEMORANDUM FOR: Assistant Director, Central Reference

SUBJECT : Final Report on Correlative Functions, Task Team No, 16
1. Membership 25X1
William A, Tidwell, Chairman, Office of the DD/I - 25X1

Geographic Research Area, ORR
[Plans Staff, OCI

| Fundamental Science Division, OSI 25X1
Jean W, Moreau, Planning and Coordinating Staff, 00
Statistical Division, OCR 25X1

-

[

2. The Problem#

To study the feasibility and desirability of regrouping within OCR
certain reference-type functions now the responsibility of other Offices; specif-
ically to determine if:

(1) The Map Library, ORR, should be transferred to OCR.
(2) The Foreign Documents Division, 00, should be transferred to OCR.
(3) The Office of Training Library should be transferred to OCR.

() The Historical Intelligence Collection should be transferred to
OCR.

(5) Such transfers are essential to preserve the "central reference"
concept.

(6) Timing of transfer is an important element, assuming transfer.

7 decisions taken outside of the scope of Task Force 16, only
and 6 were considered in our study.

7 In view of othe
items l, 2.’ 5’
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Pl_“OVides essential technical and other support to the Map
leI_'aT'Y; and because the Map Library operates as part of
an integrated geographic activity under the direction of

geographers.,

d. "Central Reference" Concept

(1) There should be an integrated program for the
development of reference services throughout the Agency.

(2) There are components of the Agency with a
reference capability which apparently were not considered
by the consultants.

(3) It would be desirable to develop a complete
inventory of reference facilities in the Agency and
develop an integrated program for them under the leader-
ship of OCR.

() Tt is not essential, however, to have all
organizations with a reference capability belong to the
same administrative body for them to be part of an
. integrated program for reference services.
| ¢
'K Tn addition to these views on the specific problems of the Task Force,
we felt that our views on a number of related matters should be brought to your
attention in the hope that they might help to suggest other ways in which the
objectives of the consultants might be reached. These are sumnarized below:

a. If, as a result of the work of Task Team 11, it is
decided to establish a single reference point, such a
reference facility could be staffed by highly trained
research and reference persomnel who would be fully
witting of the organization of the Agency, the functions
of all components, reference materials available, etc.
Such persormel would not be designated reference librar-
jans, but would have a mich broader appreciation of the
Agency~wide reference resources. On the other hand, if
it is decided to staff a single reference point with
representatives of 211 major reference components, the
Map Library should be asked to establish an advance

) element at the reference point on a trial basis. The
present physical separation of the Map Library from the
probable location of the reference point may make its
participation impractical, but this can be determined
eeurately only by trial. In any case, We feel that
the plans for the location of the Map Library in the
new building, adjacent to OCR reference facilities, will
enable the Map Library to overcome this difficulty in

w‘ . the future.
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b. The Office of Central Reference should develop an
independent capability to give first-echelon linguistic
assistance to analysts researching foreign language pubff.:k
cations and documents. This could be .accomplished in time
by recruitment and training policies designed to equip OCk
reference personnel with the knowledge of languages neces-

sary to undertake this service as a normal part of their
reference work.

" c. The AD/CR should sponsor the development of an inte-
grated program for the reference functions in the Agency
on an evolutionary basis and provide means for the cross- K
fertilization of ideas and discussion of reference problems
among the various components of the Agency having some
reference function (not only FDD and Map Library but such
others as the Estimates File of ORR, for e:ca;nple). He
might consider as a means to this end, developing a-subo:.r-
dinate body to CRAG as a working party to help him in this
task. The members of the working party should be persons
directly concerned with reference activities.

i Conclusions
Tt is concluded that: ’
:K a. The Map Library should not be transferred to OCR.

b. The Foreign Documents Division should not be transferred
' to OCR.

il t
c. Such transfers are not essential to preserve the “central
reference" concept.

5. Recommendation

Tt is recommended that FDD and the Map Library not be transferred to OCR.

25X1

WILLIAM A. TIDWELL
Chairman
Task Team Sixbteen
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